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PREFACE 


Thin  quidc  uas  designed  to  provide  valuable  inlornai.ion  to 
primarily  new  lieutenants  in  the  Administration  career  field  as 
they  plan  I. heir  earetrrs.  However,  it  could  be  quite  useful  for 
any  one  at  any  st.age  o(  their  career.  While  there  is  no  lUOS 
guarant.eed  way  to  get  to  the  top  of  both  the  job  structure  and 
the  rank  structure,  there  are  certain  things  which,  if  not 
accnmpl i shed ,  will  guarantee  you  will  not  make  it!  This  guide 
then,  is  designed  to  help  you  look  at  your  career  from  a 
long  term  perspective  and  identify  what  needs  to  be  accomplished 
when . 

You  are  the  primary  planner  of  your  career.  This  simple  fact 
will  be  repeated  over  and  over  because  it  is  so  important. 
Supervisors,  commanders,  and  career  advisors  have  lots  of  good 
ideas  and  some  wonderful  suggestions.  But  in  the  final  analysis 
only  you  know  what's  good  for  you.  This  guide  gives  you  the 
"system's'*  framework  against  which  you  can  bounce  your  personal 
desi res . 

Can  you  make  O'e  in  the  Admin  career  field?  This  question, 
and  the  answer  with  some  recommendations  from  some  administrators 
who  did,  s<;rves  as  the  overriding  I  heme  of  this  guide.  Why? 
Kirst,  be(;ause  it's  a  viable  goal  for  every  member  of  th»;  officer 
(-•orps.  And  se*ccmdly,  it's  important  lor  this  or  any  major  goal 
to  be  identified  early;  begin  striving  NOW  to  attain  it. 

Does  this  guide  contain  all  the  answers?  No,  because  there 
are  so  many  ways  you  or  anyone  can  build  a  successful  career. 

The  intent  of  this  guide  is  to  suggest  what  may  work  for  you. 

Preparation  of  this  guide  uas  not  a  singular  effort.  Special 
thanks  goes  to  the  following  people  lor  their  important 
contributions:  Major  harry  Turner,  the  original  author  of  this 

guide:  and  my  advisor  for  this  project;  Lt,  Col  Gilbert  Martin  and 
f^iptain  Norman  Watson,  HU  IISAP/IIA,  for  providing  support  data  as 
well  as  guidance;  and  Major  Laurence  C.  Davis,  AFMPC  PALACK  AD, 
for  providing  important  support  data.  And  most  importantly.  I 
thank  my  family  for  their  undersl.andi ng,  as  well  as  assistance  and 
support  in  the  preparation  of  this  project. 


ABOUT  THE  AUTHOR 


Hajor  Riuhiird  F.  HarpunLur  receivcMl  his  Bachelor  of  fJcioiKM* 
ricyrrt!  in  Sooondary  Kducation.  uith  a  major  in  ijeotjrnphy  and 
social  ntudit?s,  from  Lock  Haven  StaLe  (?olleqe  {Pennsylvania)  in 
He  obtained  his  commission  through  Officer  Training 
School,  Lackland  APB,  Texas,  in  1971,  with  a  following  assignment 
to  Uebb  APB,  Texas,  as  an  administration  officer  in  an 
organizational  maintenance  squadron.  In  1973  he  was  reassigned 
to  Scott  APB  where  he  held  various  squadron  level  assignments 
including  administration  officer  for  the  37bth  Transportation 
Scpiadron,  section  commander  for  the  37bth  Civil  Engineering 
Squadron,  and  administration  officer  for  the  1200  Support 
Squadron  (in  support  of  HQ  MAC).  In  1975  he  was  assigned  to  HU 
MAC/DA  as  Assistant  Chief,  Administrative  Communications 
Division.  While  at  Scott  APB  Major  Carpenter  obtained  a  Master 
of  Arts  Degree  in  Management  from  Webster  College.  In  1977  Major 
Carpenter  was  assigned  to  Osan  AB,  Korea  where  he  was  assigned  as 
the  Chief,  Central  Base  Administration.  From  there,  in  iJanuary 
197fl  he  had  a  follow  on  assignment  to  HQ  PACAP  where  he  was 
assigned  to  the  Directorate  of  Administration  as  the  Chief, 
Administrative  Communications  Division.  In  September,  1979  he 
was  assigned  to  Hickam  APB,  Hawaii,  as  the  Chief,  Central  Base 
Administration.  Following  that  assignment  Major  Carpenter  was 
assigned  to  the  Deputy  Commander  For  Airborne  Warning  And  Control 
Systems  (AWACS)  at  Hanscom  APB,  Massachusetts,  in  1981  as  Chief, 
Administrative  Division.  In  April,  1983  he  was  chosen  to  serve 
as  the  executive  officer  for  the  Deputy  Commander.  And  in  June 
of  the  following  year  he  career  broadened  into  the  Z7XX 
Acquisition  Management  career  field  as  an  acquisition  management 
officer,  and  worked  on  the  Saudi  AWACS  Program.  In  1985  Hajor 
Carpenter  was  selected  to  attend  the  Air  Command  and  Staff 
College  at  Maxwell  APB,  Alabama.  He  has  also  completed  ACSC  by 
correspondence,  and  Squadron  Officer  School  both  in  residence  and 
by  correspondence. 


Aooesslon  For 


NTIS  GRAftI 
I  DTIC  TAB 


¥ 


j  Unannounced  n 
i  Justification  ,  , 


By - — 

Distribution/  _ 

Availnbillty  Codes 
'  (Avail  and/or 


toiet 


Special 


/ 


_  TABLE  OF  CONTENTS 

Prel  ace . i  v 

About  the  Author .  v 

liist  of  Illustrations . x 

CHAPTER  ONE- -  INTRODUCTION 

Why  Do  Ue  Need  A  Career  Developnent  Guide .  ?. 

A  Look  Ahead .  'i 

Everything  You  Uanted  To  Know? .  1 

CHAPTER  TUO--70XX  SLOTS 

Introduction .  6 

Authorizations  By  Grade .  7 

Authorizations  By  Organizational  Level .  7 

CONUS  And  Overseas  Authorizations .  8 

Authorizations  By  HAJCOW .  8 

Summary .  9 

CHAPTER  THREE- -ADMINISTRATION  POSITIONS 

I  nt  roducl.i  on . I  ? 

Unit,  Level  Administration  Positions . ly 

Squadron  Administration  Officer . tS 

Squadron  Section  Commander . IS 

Base  Level  Administration  Positions . J  S 

Kxecut  i  ve  01  f  icer . IS 

Base  Admi nisi. ration  Branch  Chief . 1 'I 

Administrative  Communications  Division . H 

Publications  Management  Branch . lb 

Reprographics  Management  Branch . lb 

Documentation  Management  Branch . lb 

Administrative  Systems  Management  Branch . lb 

Chief,  Base  Administration . lb 

MAiICOM  Level  Administration . lb 

Air  Staff  And  Higher . 17 

Special  Administration  Position-Instructor  Duty . 17 

A  Word  About  Additional  Duties . 17 

Summary . 18 


CONTINUED 


CHAPTESR  TOUR— CAREER  BROADENING 

I  nt.roduction . 2U 

Selective  Crossflow . 21 

17XX  Air  Ueapons  Controller . 21 

18XX  Missile  Iiaiinch  Officer . 21 

Recruiting  Service . 21 

OTS  Instructors . 22 

BHTS  Positions . 22 

AKROTC . 22 

Uorthuhile/Necessary/Pun  Career  Broadening  Assignwents . . . 22 

Squadron  Officer  School  Paculty . 22 

Air  Conmand  And  Staff  College  Faculty . 22 

United  States  Air  Force  Academy  Faculty . 23 

Military  Aide  To  General  Officers . 23 

Thunderbi  rds . 23 

Inspector  General  Positions . 2^1 

USAF  Postal  Service . 24 

(More)  Opportunities  To  Comnand . 24 

Military  Entrance  Processing  Station  Commander . 24 

"Other"  Detachment  Commands . 24 

Still  More . 2\> 

Summary . 2(> 


CHAPTER  FIVE-  -  EDUCATIONAL  OPPORTUNITIES 

1  ntroduction . 2B 

I’fircrer  Development  Administration  Courses . 2!J 

Administration  Oflicer  Course . 23 

Administration  Management  Officer  Course . 23 

Professional  Development=Prof essional  Military  Education. 29 

Squadron  Officer  School . 31) 

Air  Command  And  Staff  College . 31 

Air  Uar  College . 31 

Joint  Military  Oppoi  tuni  ties- Joi  nt  Experience . 32 

Special  Opportuni  ties=Variety . 32 

Education- Hi  th-  Industry . 32 

Air  Staff  Training  (ASTRA)  Program . 33 

Advanced  Academic  Degree=^Traproved  You . 33 

Master's  Degree  in  Information  Resource  Management . 34 

Summary . 34 


CHAPTER  SIX-  THE 
I  ntroduction . .  . 


ASSIGNMENT  PROCESS 


CONTINUED 


M'  Korm  90 . 30 

M.ikiny  Your  AF  Form  90  Better . 39 

The  Assignment  Process . 'll 

When  Are  You  Considered? . ^1 

Who  Selects  You? . . . '1^ 

How  Are  You  Picked? . ^2 

Summary . 4  3 

frilAl'TER  SEVEN--PROriOTIONS  AND  THE  PROCESS 

I  ntroducLion . '16 

Fully  Qua  1  i  1  ied  Promotion  to  First.  Lieutenant . '!() 

H(‘!:I,  I  i  1  i  ('d -Promotion  To  Ail  Other  Ranks . 47 

Promotion  Elltjihility  And  Opportunity . 4/ 

Phase  Point. s . 4/ 

Promo  Li  on  Oppor  I  uni  ties . 4  7 

Proinol.ion  Boards  tlou  They  Work . 4B 

Composition  Of  The  Board . 4  9 

Trial  Run . 49 

Scoring  Records . 49 

How  Are  Records  Evaluated? . bO 

Recrords  Flow . bl 

Panel  Quotas . bl 

ResoJving  The  Gray  Area . b2 

Pass  Overs -How  To  Get  Into  Them  S  How  To  Get  Out  01  Them.bZ 
Summary . b4 

CHAPTER  EIGHT-- A  WHOLE  CAREER  -  PUTTING  IT  ALL  TOGETHER 

1  nt  roducl  j  on . . . 66 

1.1  (Mil  ('nant  To  Captain-The  First  Five  Years . !)6 

Caftl.ain  To  Major  6  To  1.1  Years . 67 

Major  To  Lieutenant  Colonel  -  \2  To  17  Years . 6B 

1. 1  (Mil.rrnanl.  Colrjnel  To  0-  6  -  IB  Years  And  Beyond . !)B 

Making  it  To  0  6 . ‘,)B 

Sumina  ry . 60 

IMIAPTER  NINE— A  LOOK  TO  THE  FUTURE  FOR  AF  AUMINlSTRATiON 

AND  YOU 

I  n  t  reduction . 62 

4 


viii 


Potential  Puture  Personnel  Proyrams . (»'J 

Mission  Support  Squadron  (MSS) . (>3 

I’ersonnel  Concept  III . 63 

Transition  Of  Orderly  Rooms  To  The  Personnel  Communi ty . 63 

Future  Administration  Programs . 64 

Publishing  Distribution  Office  System  (PDOS) . 64 

Reprographics  Automated  Management  System  (RAWS) . 64 

Automated  Special  Orders . 64 

IJA's  Role  In  Office  Automation . (>4 

Summary . 6b 

CHAPTKR  TEN— SUMMARY . 68 

BIBLIOGRAPHY . 71 

GLOSSARY  OF  TERMS . 73 

APPENDIX  PROMOTION  POTENTIAL  CHECKLIST . 7b 

INDEX . 79 


WUlBWfWroWFJWJl  'IJ 


5l*!*3r 


;  LIST  OF  ILLUSTRATIONS 


Table  'Z-\  -  Pe^ople  In  The  Administration  Career  Field .  fi 

Table  2-2  -  Grade  Authorizations .  7 

Table  2-3  -  -  Organizational  Level  Authorizations .  / 

Table  2-4  --  CONUS  and  Overseas  Authorizations .  B 

Table  2  b  --  Authorizations  by  MAJCOH .  g 

Table  b  I  -  Percentages  of  /OXX  vs  Other  Support 

Officers  uith  PHE . 31) 

Table  b-2  --  Percentages  of  70XX  vs  Other  Support 

Officers  uith  Advanced  Academic  Degrees ....  33 

Table  7-1  -  I n- the -Promotion-Zone  (IPZ)  Phase  Points . 47 

Table  7-2  --  IPZ  Promotion  Opportunities . 48 

Table  7-3  Belou-the-Promotion-Zone  Quota  Limitations ....  48 

Table  7-4  -  Scoring  Scale . bU 

Table  7- b  -  -  Promotion  Board  Evaluation . bU 


Chapter  One 


INTRODUCTION 


llopelully  you've  picked  up  this  guide  because  you  uant  to  see 
what  it  takes  to  succeed  as  an  adnin  officer  in  today's  United 
States  Air  Force.  Uell,  before  you  can  reach  any  goal  you  have 
to  know  where  you're  going  and  how  to  get  there.  You'll  soon 
realize,  if  you  haven't  yet,  there  are  plenty  of  experts  out 
there  who  will  be  glad  to  help  you.  In  fact,  through  a  lot  of 
"war  stories"  they'll  tell  you  how  they  wade  it,  and  suggest  you 
follow  their  path  to  success.  There's  nothing  wrong  with 
learning  from  the  experience  of  others.  After  all,  that's  what 
this  booklet  is  primarily  based  upon.  However,  as  you  gain 
expert  Insight  from  all  the  experts  you'll  run  into  in  a  career, 
you'll  soon  realize  their  suggestions  all  have  one  recommendation 
in  common  -  "Get  out  of  admin  and  you'll  go  places;  perhaps  even 
make  colonel."  Hell  guess  what?  One  of  the.best  career  fields 
in  the  Air  Force  is  the  one  you're  in.  No  joke.  If  you  want  to 
work  at  the  top  levels  of  command  at  an  early  age,  do  a  variety 
of  tasks  daily  and  get  involved  in  a  variety  of  career  fields  as 
you  progress  through  your  career  -  Admin  is  it!  And  if  your  long 
range  goal  is  to  be  promoted  to  the  rank  of  colonel  by  the  time 
you  end  your  career,  you  can  do  that  too.  Don't  believe  it's 
possible?  Please  read  on  -  you  may  be  surprised  at  the 
possibilities . 


HHY  DO  HE  NEED  A  CAREER  DEVELOPHENT  GUIDE? 


If  you  are  new  to  the  Air  Force,  and/or  aren't  sure  what  you 
need  to  do  to  progress,  this  guide  is  for  you.  It  will  give  you 
important  information  that  can  help  you  intelligently  plan  and 
evaluate  career  opportunities.  But  it's  important  to  realize  you 
don't  have  to  plan  your  career  by  yourself.  Actually  there  are 
several  players  to  help  you.  Here's  the  first  (and  only)  test 
question:  of  the  following,  who  is  the  most  important  player  in 
the  development  of  your  career?  Is  it: 


a.  PALACE  AU? 

h.  Your  uupervl sor/comnander? 

t:.  Yoursoll? 

d.  Ntme  of  the  above? 

e.  All  of  the  above? 

The  correct  answer  Is  e.  All  three  players  in  a,  b  and  c  have 
important  roles  in  the  development  of  your  career.  PALACE  AH 
will  tell  you  their  number  one  objective  is  to  manage  the  7UXX 
career  field  to  meet  the  needs  of  the  Air  Force.  A  side  issue  to 
that  is  to  supplement  career  development  whenever  possible. 

Though  career  development  is  a  supplemental  action,  PALACE  AD  has 
a  wtMlth  of  knowledge  that  can  certainly  enhance  your  career 
development.  For  instance,  they  know  where  the  good  jobs  are, 
and  when  they  are  opening  up.  Your  supervisor  and  commander  also 
play  key  roles.  Because  of  their  rank,  they  can  offer  you  the 
voice  of  experience  on  a  number  of  issues  concerning  successfully 
advancing  your  career.  The  third  important  player  is  you.  Uhile 
the  first  two  are  concerned  about  you,  you  are  not  their  primary 
interest.  Certainly  you  are  your  number  one  concern,  and  this  is 
as  it  should  be.  You  know  what  you  like  to  do  and  what  you  want 
to  do.  Probably  your  only  problem  is  figuring  out  which  jobs  are 
available  when  and  how  to  get  them. 

This  guide  will  give  you  the  information  necessary  to 
intelligently  plan  and  evaluate  career  opportunities.  Compliment 
this  information  with  career  development  discussions  with  PALACE 
AD,  your  supervisor  and  your  commander.  Together  they  will 
contribute  to  your  piecing  together  a  career  development  plan 
that  will  move  you  up  the  rank  structure  of  the  Air  Force. 

You'll  do  this  while  simultaneously  working  in  different, 
challenging,  and  rewarding  jobs  that  will  directly  support  the 
Air  Force  mission. 


A  LOOK  AHEAD 


Briefly,  here's  an  overview  of  the  guide.  Since  it's 
important  for  you  to  understand  your  career  field  before  we  talk 
specifics.  Chapters  Two  and  Three  will  give  you  a  numerical 
breakout  of  the  70XX  career  field,  followed  by  a  discussion  of 
the  typical  jobs  found  in  the  Administration  career  field. 

f!hapter  Four  will  discuss  career  broadening  opportunities 
including  command  and  special  duty  assignments. 

Chapter  Five  will  delve  into  educational  opportunities 
including  those  within  the  crarcer  field.  Professional  Military 
Education  (PME),  and  Advanced  Academic  Degrees. 
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(Thapters  Six  and  Seven  will  give  you  an  important  view  ol  the 
personnel  assignment  and  promotion  systems. 

Chapter  Eight  pulls  the  career  development  process  together 
by  summarizing  uhat  you  should  be  doing  uhen.  This  chapter  will 
also  offer  some  words  of  guidance  from  some  people  who  made  it  to 
colonel  in  the  Admin  career  field. 

Chapter  Nine  will  take  a  look  at  the  future  of  the 
Administration  career  field.  It  will  suggest  you  plan  your 
career  now  to  meet  the  needs  of  Air  Force  administration  in  the 
future. 

Chapter  Ten  serves  as  the  summary  to  this  career  development 
guide. 


EVERYTHING  YOU  WANTED  TO  KNOW? 


No!  This  publication  won't  give  you  THE  answer  that  will 
guarantee  a  successful  career.  But  it  will  give  you  valuable 
information  so  you  will  be  prepared  to  plan  a  career  that  will 
give  you  the  greatest  opportunity  for  success.  It  will  also 
ensure  you  are  aware  of  opportunities  that  should  help  you 
progress  toward  a  successful  career.  This  guide  touches  upon  a 
lot  of  puzzle  pieces  which  together  form  a  career  development 
plan  outline.  This  is  intentionally  done  without  getting  overly 
specific.  For  specifics  you  should  review  the  references  in  the 
bibliography.  Please  use  this  guide  as  a  tool  to  identify  the 
pieces  to  your  career  development  plan.  Then  begin  piecing  them 
together  now  to  ensure  a  successful  career  throughout  your  Air 
Force  future. 


CHAPTER  TWO 

70XX  SLOTS 


I  love  numbers  ,  .  .  Lhey  ate  rarely  over  two  syllables,  and  you 
can  forget  them  as  soon  as  you  read  them  because  tomorrow  Lhey 
will  change. 


L.  Turner 


Chapter  Tuo 


7UXX  SLOTS 


INTRODUCTION 


No  one  likes  to  be  treated  as  a  number,  (iood  news  i  b.O 
doesn't  happen  in  the  Admin  career  field.  The  PALAt'K  AIJ  folks 
want  to  work  with  you  as  an  individual  to  help  you  meet  your 
personal  goals.  But  you  should  realize  there  are  a  number  of 
admin  slots  (approximately  2500)  into  which  you  can  be  placed. 
This  chapter  presents  some  numbers  on  admin  slots  by  rank, 
location,  organization  level,  etc.  This  is  done  so  you  get  an 
idea  of  how  many  admin  slots  exist  in  our  career  field.  It  also 
breaks  out  the  varied  opportunities  available  worldwide.  But 
before  proceeding,  let's  loo’’  at  some  figures  that  tell  you  how 
big  Administration  is  in  the  Air  Force. 


People 

Number 

Enlisted 

27,500 

Of  f icer 

2 , 500 

Civilians 

30,000 

Total 

60,000 

Table  2-1.  People  in  The  Administration  Career  Field 


Impressed?  You  should  be.  The  Admin  career  field  is  the 
second  largest  in  the  Air  Force.  And  70%  of  the  Admin  folks  are 
at  base  level.  With  this  in  mind,  let's  focus  on  the  2,500 
officer  slots  that  concern  your  career  progression. 


Authuri^iatlons  By  Grade 


As  you  can  see  in  Table  2-2,  the  career  field  is  73*  company 
grade  officers.  This  brings  out  one  important  point  about  70XX 
officers.  You  get  a  lot  of  responsibility  early  in  your  career. 
While  other  lieutenants  and  captains  in  a  unit  often  work  several 
layers  down  from  the  commander,  the  7UXX  officer  often  uorks 
directly  for  the  commander.  So  on  a  base  commander's  staff  as  a 
base  DA,  for  example,  you  could  be  at  the  same  organizational 
level  as  majors  or  lieutenant  colonels  in  other  career  fields. 


Grade 

Number  Authorized 

Percent  Authorized 

Colonel 

41 

2» 

Lt  Colonel 

21 1 

Bt 

ha  )or 

432 

17t 

Captain 

1190 

4Bt 

Lieutenant 

623 

2b» 

Table  2-2.  Grade 

Authorizations 

Authorizations  by 

Organizational  Level 

As  you  can  see  from  the  next  table,  most  of  the  70XX  slots 
are  at  or  below  wing/base  level.  There  are  company  grade 
positions  at  the  higher  levels,  but  they  are  limited  in  number. 


Organization  Level 

Percentage 

Uing/Base/Squadron 

651 

MAJCOn 

11% 

•lolnt/ Departmental 

10% 

NAP/AD 

7* 

SOA/Other 

7% 

Table  2-3.  Organizational  Level  Authorizations. 


This  chart  tells  you  that  as  you  progress  up  through  the  rank 
structure  and  begin  looking  for  higher  level  jobs  with  more 


r  (’i.:pons  i  bi  I  i  Ly  ,  l.he  number  uf  jobs  available  becomes  fewer.  L>o 
as  you  can  imayine,  Lryiny  to  get  the  better  jobs  becomes  more 
and  more  ctjrapeLi tive . 


CUNUi]  and  Overseas  Authorizations 


If  you  joined  the  Air  Force  to  see  the  world,  the 
Administration  career  field  will  give  you  ample  opportunity  to 
I  rave]  .  While  it's  readily  apparent  that  the  majorit.y  of  7(JXX 
slots  are  in  the  CONUS,  long  and  short  overseas  tours  are 
available  in  sufficient  number  to  ensure  you  get  yours  within  a 
twenty  year  career! 


Location 

I'ercentage 

CONUS 

75% 

Overseas-Long  Tour 

22% 

Overseas- Short  Tour 

3% 

Table  CONUS  and  Overseas  Authorizations. 


Authorizations  by  MAJCOH 


So  far  in  your  career  you've  probably  experienced  only  one 
command.  Uo  you  wonder  who  controls  what  slots?  The  following 
chart  will  tell  you  which  commands,  relatively  speaking,  have  the 
largest  number  of  slots  and  consequently  the  larger  number  of 
opportunities.  For  example,  if  you  would  like  to  be  assigned  to 
a  northern  tier  base  (those  located  across  the  northern  boundary 
of  the  United  States)  and  you  know  most  of  those  bases  are  SAC 
bases,  just  look  at  this  table  and  see  if  SAC  has  several  or  few 
admin  positions.  As  you  could  probably  guess  without  looking, 

SAC  indeed  has  several.  In  fact  they  have  the  second  highest 
number  of  positions  -  15%  or  375  slots.  So  you  could  conclude 
your  f;hances  of  being  assigned  to  your  prefered  area  are  greatly 
improved  when  you  ask  for  something  that's  actually  available. 

Even  though  you  can  use  such  analysis,  you'll  soon  realize 
gross  numbers  mean  little.  It  really  comes  down  to  finding  that 
one  job  that  you  need  to  further  your  career  plans.  PALACE  AU 
will  help  you  find  it. 


nAJcon 

PERCENTAGE 

TAC 

18t 

SAC 

IBt 

ATC 

12% 

MAC 

11% 

USAFE 

11% 

AFSC 

b% 

PACAF 

b% 

AFCC 

4% 

AFLC 

2% 

AAC.AU, ESC, SPACE  COM 

,each  1% 

Note:  None  listed  with 

less  that  1%. 

Tabic  ?“b.  Aui.hori2ations  by  nAJCOn. 


yunnARY 


The  above  tables  should  have  given  you  an  overall  view  of  the 
70XX  career  field  structure  and  distribution.  You  represent  one 
ol  those  numbers  because  you  are  filling  an  Admin  slot,  but 
you're  not  a  number.  As  you  continue  through  this  guide 
hopefully  you're  realize  there  are  plenty  of  opportunities  for 
you  to  do  what  you  want  in  your  career.  The  numbers  above  tell 
you  the  opportunities  within  the  career  field;  there  are  others 
through  career  broadening.  But  more  about  that  later.  With 
these  first  two  background  chapters  behind  you,  let's  move 
forward  and  get  into  the  business  of  developing  a  successful 
career . 


CHAPTER  THREE 

ADMINISTRATION  POSITIONS 


IT  BEliiMS 
HERE... 
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Chapter  Three 


ADMINISTRATION  POSITIONS 


INTRODUCTION 


In  l.hii;  chapter  you^Il  learn  more  about  what  you  already  know 
Admin  poultions  vary  at  different  oryanizational  leveli:.  but 
it''j  important  to  realize  the  important  similarities  at  each 
level.  The  basic  squadron  admin  officer  job  in  TAC  is  the  sam(^ 
as  the  basic  squadron  admin  officer  job  in  PACAP.  This  is  qood 
news,  because  you  can  use  your  experiences  as  you  PCS  from  one 
command  to  another  to  help  you  ease  into  the  new  environment.  At 
the  same  time  you  serve  as  a  catalyst  to  create  a  standard 
(hopefully  of  excellence!)  for  administration  throughout  the  Air 
Por ce . 


The  following  paragraphs  will  give  you  a  brief  description  ol 
the  r  (;sporisi  bi  1  i  t  j  es  and  duties  of  the  various  positions.  P1(njs(? 
review  these,  realizing  that  they  tend  to  be  the:  minimum  standard 
descr  i  [)l.  i  on  ol  dul.y  for  a  particular  position.  A  brief 
commentary  on  additional  duties  is  'thrown  in'  to  give  you  a  feel 
for  what  you  may  expect,  just  as  in  reality  additional  duties  are 
thrown  your  way  l.o  spice  up  your  life. 


UNIT  I.PVEL  ADMINISTRATION  POSITIONS 


These  positions  are  considered  squadron  level  positions. 

More  than  likely  you  are  currently  in  one  of  these  positions.  If 
you  are  beginning  your  career  at  base  or  higher  level,  don't  feel 
that  you  can  never  go  'down'  the  organizational  level  scale.  You 
need  to  learn  the  vitally  important  information  available  in  the 
Administration  career  field  from  the  enlisted  admin  specialist 
per!;pective.  The  supervisory  experience  you  will  gain  at  the 
S(|uadron  level  i  •;  also  very  important.  Make  sure  you  grab  one  ol 
tluv.ie  jobs. 
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S(|u<iil  ron  Adni  i  rii  ulrat.  ion  Officer 


In  Lhi  i:  pouLl.ion  you  are  responsible  for  all  adminisLrat.ive 
support  such  as  publication  and  files  maintenance,  orders 
preparation,  classified  information  control,  and  typing  support. 
Your  section  will  also  be  involved  in  orderly  room  functions  such 
as  managing  the  leave  program,  meal  cards,  sponsor  program,  anil 
Uniform  Code  of  Military  Justice  (UCMJ)  administration.  You  will 
he  the  interlace  for  your  unit  with  the  Chief,  Base 
Administration  for  special  support  needs  in  areas  such  as 
publications  and  forms,  copiers,  and  duplication  support. 


flguadrori  Section  Commander 

(Jne  important  benefit  of  being  in  the  Admin  career  field  is 
the  fact  you're  given  the  opportunity  to  be  a  commander  much 
earlier  in  your  career  than  your  officer  peers.  There  are  two 
types  of  section  commanders  --  squadron  and  headquarters  squadron. 

Squadron  section  commanders  are  at  squadron  level.  In 
addition  to  squadron  admin  officer  duties,  t.hey  are  also 
.tul  hori  v.i'd  I  o  handle  the  administrative  burden  for  the  functional 
or()ani /.at  iona  I  commander  (security  police,  civil  engineer, 
avionics  maintenance  sipiadion,  etc.).  This  includes  nonjudicial 
pun  i  ::timent  authority  under  Article  lb,  UCMJ. 

Ileadijua r tors  sijuadron  section  commanders  typically  are  at 
tiase  level,  and  work  directly  for  the  base  commander.  They 
administer  to  personnel  assigned  to  the  combat  support  group  and 
the  staff  offices  of  the  deputy  commanders  lor  operations, 
(;sourccs,  and  maintenance.  These  jobs  tend  to  be  more  complex 
because  the  people  they  administer  to  are  not  all  functionally 
coni  rolled  by  a  single  organixational/f unctional  leader.  Yet  the 
hiMdqua r ters  squadron  section  commander  must  administer 
nonjudicLal  punishment  to  all  enlisted  personnel  assigned  to  his 
or  her  squadron. 


BAUli  IJiVI?!.  ADMINISTKATION  POSIT  IONS 


I'xecut  i  ve  Officer 

This  [losition  is  usually  found  at  Uing/Base  level  and  highi'r 
(Air  Division,  Numbered  Air  i’orce,  MAJCOM,  and  Air  Staff). 
Diversity  is  the  key  element  of  this  position,  as  you  can  end  u[i 
serving  managers  and/or  commanders  in  almost  any  functional  area 
and  al,  any  level.  Your  primary  responsibility  will  be  the 
operation  of  the  office  function  by  managing  correspondence  flow. 
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coord i nati nq  staff  functions,  and  monitorinq  plans,  programs,  and 
projects  assigned  to  the  functional  area.  You're  directly 
responsible  for  suspense  control,  records  maintenance,  travel 
arrangements,  publication  and  forms  requirements.  Perhaps  most 
important!)^  you  will  be  responsible  for  monitoring  staff 
activities  to  ensure  conformity  with  your  manager's/commander's 
management  objectives. 


Base  Administration  Branch  Chief 

As  a  lieutenant  7034  officer,  one  of  your  early  assignments 
may  be  as  branch  chief  of  one  of  the  following  functional 
branches.  Let's  take  a  quick  look  at  each  area. 


Administrative  Communications  Division  (DAA) 

There  are  several  branches  within  this  division,  with  the 
most  visible  being  the  Base  Information  Transfer  System  (BITS). 
The  Base  Information  Transfer  Center  (BITC)  is  responsible  for 
the  movement  of  all  official  correspondence  on  a  base  (APR 
182  2).  BITS  operates  in  a  manual,  mobile,  and/or  electronic 
mode.  Flanually,  official  mail  could  be  moved  within  a  large 
building  using  distribution  personnel.  Distribution  trucks 
operate  to  deliver  mail  to  action  offices  located  around  the 
base.  And  electronically  BITS  may  transfer  information  over 
communication  data  terminals  to  agencies  on  or  off  base.  DAA  is 
responsible  for  the  preparation,  authentication  and  distribution 
of  administrative  orders  (APR  10-7)  also.  These  include  PCS, 

TDY,  court  martial,  and  administrative  board  orders. 

The  base  locator  is  also  in  DAA  (APR  11-24).  DAA  is 
responsible  for  maintaining  the  base  locator  file  and  in 
complying  with  the  Privacy  Act  of  1974.  In  addition,  DAA  is  also 
responsible  for  creating  clear  and  effective  communications. 

This  includes  managing  the  Air  Porce  Effective  Writing  Course  and 
the  executive  dictation  programs. 

A  document  security  section  handles  the  distribution  of 
accountable  containers  (classified  packages  for  the  most  part). 
Additionally,  DAA  acts  as  the  central  point  of  contact  for 
receipt  and  dispatch  of  containers  via  the  Armed  Porces  Courier 
Service.  Within  the  CONUS,  DAA  is  also  responsible  for  postal 
service  center  operations  (APR  182-2).  This  includes  the 
processing  of  personal  mail  and  maintaining  a  liaison  with  the 
riilitary  Postal  Service  Agency,  the  US  Postal  Service,  and 
private  delivery  service  representatives.  DAA  is  tasked  with 
maintaining  the  integrated  addressing  system  to  include  the  AP 
Directory  of  Unclassified  and  (TIassified  Addresses  (APR  10  4), 
and  the  AP  Standard  Punctional  Address  System  (APR  10-6).  In  the 


NATO  cnv  i  rdnrarnt UAA  it;  ror.ponK  i  b  l(?  for  manaytntj  a  IJn  i  I  (m1  SlaLca 
!;ijbr«*9  j  lO.  ry  .  Thin  consists  of  controlling  NATO  classified 
documfjnts  (AFR  20b-4H). 


f’ui) I  ications  Management  Branch  (RAP) 


The  largest  operatiion  ulthin  this  branch  is  the  publishing 
distribution  office  which  handles  the  requisitioning,  receiving, 
storing  and  distributing  of  DoD,  AF,  MAJCOM  and  local  forms  and 
regulations,  including  technical  orders  (APRs  71,  82).  The 
publishing  branch  also  provides  guidance  in  the  development, 
coordination  of  and  production  of  all  types  of  publications  (APR 
b-l).  The  branch  also  sets  up  and  maintains  the  master 
publication  library  for  the  base  and  provides  guidance  to 
functional  libraries  (APR  7 '2).  In  some  commands,  the  base  level 
[lublishing  branch  is  responsible  for  the  forms  management 
program.  This  includes  providing  assistance  and  evaluation  of 
new  forms  to  ensure  no  duplication  exists  (APR  9-1). 


Reprographics  Management  Branch  (IIAR) 

At  most  bases  the  reprographics  branch  will  consist  of  a 
consolidated  duplication  center  with  several  printing  presses, 
collation  devices,  plate  makers,  cutters,  etc.  (APR  6-1).  This 
branch  provides  guidance  on  printing,  duplicating,  and  copying 
problems,  and  is  responsible  for  all  the  programming  and 
budgeting  in  those  areas  for  the  base.  DAR  usually  takes  the 
lion's  share  of  the  UA's  budget  each  year. 


llocumentat  ion  Management  Branch  (UAD) 

The  docuraentaticin  branch  is  responsible  for  guidance  and 
an:; i  stance  l.o  funct  ional  area  documentation  managers  in  th(’ 
propjT  maintenance  and  disposition  of  all  docum«:nl.at  ion  holdings 
(APRS  12-1,  12  2(1,  and  12  bO).  This  branch  reviews  requirements 
for  creating,  processing,  transfer,  storage,  retrieval  and 
destruction  of  documentation.  It  is  the  point  of  contact  for 
administering  the  Freedom  of  Information  Act  (APR  12-'Jtl).  DAL) 
establishes  procedures  for  managing  the  Privacy  Act  (PA)  to 
include  safeguarding,  maintenance,  public  notices,  use,  and 
access  to  PA  material  and  dissemination  of  personal  information 
on  systems  of  records  maintained  by  the  Air  Force  (APR  12  3b). 
Personnel  in  DAD  are  responsible  for  developing  policies  and 
procedures  on  the  requirements,  validation,  analysis,  and 
evaluation  of  microform  systems  for  document  miniaturiEaticin . 
storage,  and  retrieval.  This  includes  conducting  cost  benefit 
analysis,  validating,  approving,  and  controlling  equipment 
requirements  and  use  (APR  12-40).  DAD  is  responsible  for 
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requisitioning,  distributing,  and  maintaining  engineering  data 
through  Engineering  Data  Service  Centers  (APR  12-41).  Anfl 
finally,  the  documentation  branch  is  responsible  for  formulating 
and  implementing  policies  for  the  authentication  piocess  of  AP 
documents  (APR  12-17). 


Administrative  Systems  Management  Branch  (DAY) 

Too  often  this  area  is  considered  just  word  processing  -- 
early  on  that's  about  all  administrators  were  involved  in  (APR 
4-2).  Actually,  this  responsibility  is  much  larger.  APR  4-3 
explains  office  automation  systems  which  incorporate  any  and  all 
technology  available  to  the  Air  Porce  that  can  be  effectively 
employed  to  improve  the  administrative  support  mission.  This 
area  helps  design  and  redesign  systems,  budgeting  for  systems  and 
maintaining  a  current  knowledge  of  existing  and  emerging 
technologies  that  could  hr.ve  application  in  the  Air  Porce.  The 
role  of  advanced  systems  in  the  Air  Porce  will  continue  to 
increase.  Technological  improvements,  along  with  better  ways  to 
use  the  technology,  makes  this  a  dynamic  area  for  administrators. 


Chief,  Base  Administration 

As  the  ('hief.  Base  Administration  you  will  be  the  functional 
expert  for  administrative  guidance  to  the  group  and  wing. 

Through  the  five  branches  in  your  division  you  will  develop 
policies  and  procedures  for  the  support  of  user  agencies.  You'll 
plan  and  organize  the  various  administrative  services,  systems, 
and  activities  to  ensure  optimum  support  to  users.  You'li 
establish  equipment  utilization,  production  standards  and 
programs  for  modification  or  replacement  of  obsolete  equipment. 
You'll  direct  the  preparation  of  budget  estimates  and  financial 
plans  based  on  current  and  projected  mission  requirements  and 
you'll  assign  available  resources  to  ensure  the  best  possible 
support  to  the  unit  mission.  This  probably  is  the  best  job  in 
administration,  because  you're  the  leader! 


MAJCOn  LEVEL  ADMINISTRATION 


At  a  major  command,  there  will  usually  be  a  functional 
counterpart  for  each  of  the  base  level  branches.  As  the  chief  of 
one  of  these  divisions,  you'll  b(?  responsible  for  developing 
command  guidance  for  that  functional  area.  You'll  provide  staff 
assistance  to  bases  requiring  help  in  implementing  or  developing 
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local  proceduret;  Lo  support  base  customers.  You'll  also  provide 
input  to  Air  Force  procedures  and  policies  within  your  functional 


AIR  STAFF  ANIJ  HIGHER 
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Air  Stall  and  higher  level  activities,  across  the  board, 
olf(‘r  many  ol  our  very  best  administration  officers  unique 
challenges  and  limitless  opportunities  in  which  to  excel. 

□Ulcers  in  the  grades  of  captain  through  colonel  are 
periodically  needed  to  work  as  staff  officers  and  managers  in  a 
variety  of  areas.  These  positions  demand  the  utmost  of 
administrative  expertise,  ability  to  learn  quickly,  dedication  to 
(juality  staff  work,  and  an  air  of  reasoned  flexibility. 
Flexibility  is  crucial  because  through  it  you  can  successfully 
manage  staff  projects  and  other  taskings  within  a  maze  of  UoU 
agencies,  echelons,  functional  areas,  personalities,  and 
[)rt!ssures.  But  it's  worth  it!  The  experience  gained  and 
knowItMlge  acMjuired  uni(]uely  qualify  you  to  effectively  take  on 
broader  r(v.;[)ons  i  bi  I  i  I.  i  es  within  the  Air  Force  which  demand  "Iried 
and  true"  judgmirnl  and  efiecd.ive  I  earlersii  i  |)  and  management. 
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SREGIAl.  ADMINISTRATION  POSITION 


INSTRUCTOR  DUTY 


The  Administration  Officer  Course  (IIES0BR70U0,  entry-level, 
basic  7UXX  course)  and  the  Administration  Management  Officer 
Coiirs(,'  ( IIE3l)7.R7U31 ,  Base  DA  course)  have  a  recurring  need  for 
highly  (jualified  officers  to  serve  as  instructors  and  course 
(rhiels.  Instructor  duty  can  afford  you  the  unique  opportunity  to 
ap[)iy  and  broaden  your  administration  knowledge-base  early  in 
your  career.  This  intra-career  broadening  area,  perhaps 
available  in  no  other  single  assignment,  can  give  you  a  healthy 
breadth  and  scope  of  experience  particularly  suitable  for  MAJCOM 
and  Air  Staff  follow  on  assignments.  Additionally,  instructor 
duty  can  give  you  a  high  degree  of  visibility  in  front  of  the  Air 
Force  Director  of  Administration. 
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A  UORD  ABOUT  ADDITIONAI.  DUTIES 


As  a  7DXX  officer,  you'll  be  rjiven  the  opportunity  to  hold 
numerous  and  diverse  additional  duties.  Too  often,  offir.ers  look 
al  additicuiai  (iiiLies  as  distractors  -  jobs  that  take  away  from 
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your  ability  to  do  your  "administrative”  work.  There's  no  doubt 
that  you'll  have  to  effectively  manage  your  time  to  accomplish 
all  of  your  duties.  But  do  not  look  at  additional  duties  as  a 
negative  aspect  of  your  job  responsibilities.  Additional  duties 
provide  you  several  opportunities  that  can  improve  your 
professional  development.  Pirst,  they  will  expose  you  to  other 
functional  areas  and  allow  you  to  become  an  expert  in  that  area. 
This  has  a  broadening  effect  in  itself.  Additional  duties  often 
give  you  direct  access  to  the  commander.  He  or  she  will  be  able 
to  directly  observe  your  performance.  Access  also  cuts  across 
functional  lines  within  units.  Since  most  additional  duties  are 
applicable  unit  wide,  you'll  be  able  to  interact  with  other 
department  managers  and  their  functional  areas.  All  this  serves 
as  a  broadening  experience  when  you  become  expert  in  the  duty  and 
interact  at  different  unit  levels  and  in  different  functional 
areas . 

Some  additional  duties  afford  greater  opportunities  to  excc’i. 
The  best  example  would  be  as  the  unit  budget  officer  or  resource 
advisor.  The  nature  of  the  job  provides  an  outstanding  learning 
experience  that  is.,of  value  throughout  your  career.  Some  othf:r 
duties  are:  security  officer,  information  officer, 
self-inspection  monitor,  disaster  preparedness  officer,  training 
officer,  safety  officer,  and  equipment  custodian.  You  can  i;xpect 
to  pic:k  up  a  feu  of  the  recurring  duties  such  as  tax  officer  and 
Combined  Pederal  Campaign  chairman  also. 

In  summary,  expect  to  get  some  additional  duties.  Take 
advantage  of  the  experience  and  knowledge  you'll  gain  from  them, 
but  don't  get  hung  up  on  taking  every  additional  duty.  Too  much 
of  a  good  thing  is  not  necessarily  the  best  way  to  go. 


SUriHARY 


This  chapter  looked  at  the  administration  career  ladder  from 
the  squadron  level  up  through  the  Air  Staff.  He  also  discussed 
squadron  section  commander,  instructor,  and  additional  duty 
responsibilities.  (Air  Porce  Regulations  36-23  and  4-1  can  give 
you  more  information.)  This  variety  should  be  enough  to  fill  an 

active  twenty  year  career  of  any  mortal.  But  lor  you  super  stars 

who  yearn  for  more  -  you  can  get  it  by  career  broadening. 

Chapter  Pour  tells  you  about  these  additional  opportunities  to 

excel.  Please  turn  the  page. 


Chapter  l^our 


CAREER  BROADENING 


INTRODUCTION 


Hopelully  you  reali2ed  after  reading  the  previous  chapter 
that  there  is  a  lot  to  do  in  the  Admin  career  field.  So  why  have 
a  chapter  discussing  career  broadening?  The  answer  is  quite 
simple,  although  it  is  twofold:  for  yourself  it's  an  opportunity 
to  learn  another  aspect  of  the  Air  Force's  business;  for  the  Air 
Force  you  are  developing  a  better  you  -  an  individual  with  a 
broader  perspective  who  has  the  added  capacity  to  contribute 
more.  As  if  this  isn't  enough,  AFR  36-23  has  this  to  say  about 
career  broadening: 

Officers  should  consider  career  broadening  assign¬ 
ments  both  within  and  outside  the  Administration 
Utilization  Field.  The  diversification  and  size 
of  the  field  gives  an  officer  extensive  opportunity 
to  broaden  his  or  her  career  within  the  field. 

This  chapter  will  give  you  an  overview  of  the  many,  many 
avenues  open  to  you  to  expand  your  experience  and  better  prepare 
jfourself  for  more  responsibility  in  the  future.  It  begins  by 
discussing  special  Selective  Crossflow  career  broadening 
opportunities.  Then  it  touches  upon  some  others  that  just  might 
be  fun  for  you  while  you  contribute  to  key  aspects  of  the  overall 
Air  Force  mission.  It  will  address  a  few  opportunities  to 
command  other  than  those  squadron  section  commander  jobs 
previously  discussed  in  Chapter  Three.  And  if  all  this  isn't 
enough,  this  chapter  will  conclude  with  a  simple  listing  of 
additional  opportunities  that  ’’just  came  to  mind.”  As  you  read 
this  chapter  and  pursue  your  career  over  the  next  couple  of 
years,  think  about  your  personal  desires  and  try  to  match  those 
both  within  and  outside  the  Admin  career  field.  Career 
broadening  may  be  the  way  you  can  put  your  dream  assignment  and 
the  Air  Force's  needs  together. 
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UKLKCTIVB  CROUSKLOU 


iJnlecLive  Crossflow  career  broadeniny  assignaenls  are  those 
specialties  that  require  experienced  officers  fron  other  career 
fields.  These  specialties  offer  opportunities  for  70XX  officers 
to  enter  a  new  area  and  gain  valuable  experience.  Sometimes  the 
opportunity  isn't  voluntary  because  of  the  quotas  PALACB  AD 
receives  and  the  number  of  volunteer  resources  available. 
Recently,  however,  there  have  been  more  volunteers  than 
positions.  Uhat's  available?  Let's  take  a  look. 


17XX  Air  Weapons  Controller 

Ever  want  to  tell  a  pilot  where  to  go?  This  is  the  job  for 
you.  Air  Weapon  Controllers  provide  fighter  pilots  with  radar 
cont  rol  information  needed  to  p«'rform  their  mission.  Air  Weapon 
Controllers  work  in  one  of  the  Air  force's  newest  systems,  the 
Airborne  Warning  and  Control  System  (AWACS)  -  the  R3A  and  in 
ground  based  control  centers.  Por  a  support  officer  it  gives  you 
the  opportunity  to  get  right  in  the  middle  of  the  operations  side 
of  the  business  since  you'll  be  involved  in  the  tactical  and  air 
defense  operation  of  the  Air  Force.  Fifty  percent  of  the 
positions  are  open  to  women,  but  the  flying  positions  are  closed 
due  to  the  combat  designation  of  the  aircraft. 


16XX  Missile  Launch  Officer 

This  job  gives  you  the  opportunity  for  an  operational 
assignment  in  the  strat.egic  mission  of  the  Air  Force.  You  have 
the  opportunity  once  you  have  gained  experience  as  a  combat  crew 
commander  or  deputy  crew  commander  to  be  selected  lor  wing  staff 
positions  such  as  scheduling  officer,  plans  officer  or  command 
post  controller.  The  job  provides  an  excellent  opportunity  to 
complete  PUB  and  advanced  degree  options. 


Recruiting  Service 

Recruiting  assignments  are  at  every  level,  squadron,  group  or 
headquarters.  At  squadron  level,  the  jobs  are  commander  (major 
or  lieutenant  colonel),  operations  officer  (captain),  resource 
management  officer  (captain),  advertising  and  publicity  officer 
(captain),  and  the  OTS  recruiter  (lieutenant).  Well  qualified 
lieutenants,  particularly  prior  service,  are  considered  for  the 
captain  positions.  Most  of  the  group  and  headquarters  jobs  are 
filled  from  officers  with  field  experience.  The  squadron 
commanders  and  deputy  group  commanders  have  the  0026  APSC.  This 
is  a  special  duty  assignment.  Specific  guidance  on  eligibility 


and  how  to  be  considered  is  in  APR  36-23,  Chapter  0,  paragraph 
8-17. 


OTS  Instructors 

As  an  instructor  you'll  perfora  a  variety  of  duties  such  as 
flight  commander,  guidance  and  career  counselor,  and  physical 
conditioning  instructor.  Instructor  positions  are  usually 
captains,  but  as  in  recruiting  service,  uell  qualified 
lieutenants,  particularly  with  prior  enlisted  service,  are 
considered.  Majors  perform  as  squadron  commanders  and  there  are 
staff  positions  available  for  selected  majors  and  captains.  This 
duty  is  a  special  duty  assignment.  See  APR  36-23,  Chapter  8, 
paragraph  8-11  for  more  specifics. 


BHTS  Positions 

BMTS  is  responsible  for  the  initial  transition  from  civilian 
life  to  military  life  for  enlisted  members.  All  the  action  is  at 
Lackland  APB,  Texas.  Senior  captains  and  majors  can  be  squadron 
commanders.  The  operations  and  training  officers  are  first 
lieutenants  or  captains.  There  are  t«o  officers  per  squadron  and 
60-70  NCOS  with  an  average  recruit  load  of  800-1000. 


APROTC 

Paculty  positions  at  APROTC  detachments  give  you  the 
opportunity  to  teach  military  related  subjects  in  a  civilian 
academic  environment.  In  addition,  you'll  be  able  to  conduct 
training  at  Air  Force  bases  during  the  summer  for  APROTC  cadets. 
At  the  university  or  college  you'll  be  an  integral  part  of  the 
faculty  with  fully  recognized  academic  status.  Grade 
authorizations  are  captain  through  colonel.  The  Professor  of 
Aerospace  Studies  is  the  detachment  commander  and  is  usually  the 
grade  of  lieutenant  colonel  or  colonel.  Assistant  Professor  of 
Aerospace  Studies  are  usually  majors  or  captains.  For  more 
information  on  this  special  duty  assignment  take  a  look  at  APR 
36-20,  Chapter  8,  paragraph  8-13. 


UORTHUHII.P/NBCESSARy/PUN  CAREER  BROADENING  ASSIGNMENTS 


Squadron  Officer  School  Faculty 

As  an  SOS  instructor  you'll  be  responsible  for  conducting 
seminars  and  evaluating  at  least  12  company  grade  officers. 


Seminars  will  cover  command  and  staff  functions,  air  doctrine, 
erajiloyment  of  Air  [‘’orces,  as  well  as  leadership  and  communication 
skills.  LJpecifics  for  this  special  duty  assignment  are  in  Ai'R 
'Mi  '/[) ,  (.’hapter  0,  paragraph  8-12. 


Air  Command  and  SJtaff  College  Faculty 


This  is  the  next  "level”  up  from  SOS.  As  an  instructor 
you'll  lead  30  to  40  field  grade  officers  from  all  services 
through  international  relations,  management  techniques,  and 
aerospat;e  ftirce  employment.  In  addition  to  the  faculty 
positions,  there  are  staff  positions  responsible  for  curriculum 
development  in  the  resident  course  and  nonresident  courses.  The 
major  it.y  of  the  ACSC  slots  are  filled  with  in  residence  ACSC 
graduates.  Paragraph  8-12  (same  as  SOS  above)  has  more 
i nf  ormati on . 


United  States  Air  Force  Academy  Faculty 


A  conlinuing  recjuirement  exists  for  qualified  officers  to 
'ill  la(.'ully  positions  at.  tht?  Acadc^my  and  the  Academy  Preparatory 
School  as  well  as  to  serve  as  Air  Officers  Commanding.  Thest' 
areas  of  responsibility  lend  themselves  directly  to  cadet 
development  and  can  afford  you  the  opportunity  to  work  with 
cadets  in  many  aspects  of  their  environment,  including 
involvement  and  participation  in  cadet  activities.  Such  an 
ofiportunity  not  only  can  give  you  the  means  to  gain  a  broader 
professional  perspective,  but  it  also  can  provide  an  avenue 
through  which  you  can  leave  a  lasting  and  visible  legacy  on  the 
lives  of  future  Air  Force  leaders.  AFR  36-20,  paragraph  8-16 
gives  specifics. 


Military  Aide  to  Ueneral  Officers 


Here's  a  chance  to  get  closi;  to  where  the  action  is.  Not  as 
close  as  the  general's  exec:  but  just  as  demanding.  As  in  any 
job,  the:  rewards  are  commensurate  with  performance.  Most  of 
thc’se  special  duty  assignments  are  intercommand  with  AFMPt! 
approval.  Don't  expect  PALACE  AD  to  get  you  this  assignment  as 
generals  normally  select  aides  from  within  their  command.  You 
should  note  that  AFR  36-20,  Chapter  8,  paragraph  8-6  does  not 
list  application  procedures.  Recognition  of  ability  within  your 
command  is  the  door  opener. 


Thunderbi rds 

Here  's  i  special  duty  assignment  within  the  '/OXX  career 
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finJd.  P’rom  commander  to  crew  chiet ,  the  Thunderbirds  hand  pick 
their  ptujple.  The  executive  support  olfieer  job  is  open  tor 
majors  and  captains.  To  help  you  compete,  have  a  background  as 
unit  budget. /supply  officer  and  squadron  section  commander.  This 
job  gives  you  the  opportunity  to  work  with  the  best  of  the  best. 
Paragraph  8  21  in  APR  36  2U  gives  you  more  specifics. 


Inspector  General  Positions 


hike  the  Thunderbirds,  this  job  at  HAJCOH,  NAP  or  at  Air 
force  level  gives  you  the  opportunity  to  work  with  the  best. 

Most  positions  are  captain  and  major  slots.  In  this  job  you'll 
be  inspecting  base  level  administration  and  sometimes  unit  level 
administration.  You  will  evaluate  base  level  administration  to 
determine  if  management  is  effectively  utilizing  available 
resources  and  identifying  major  problem  areas  that  impact  mission 
accomplishment.  Base  DA  experience  is  usually  a  requirement  l.o 
be  considered  for  this  job. 


USAP  Postal  Service 

In  this  job  you  will  have  the  chance  to  serve  as  a  commander 
or  staff  officer  in  a  postal  squadron  or  detachment. 

Res.ponsibi  I  i  ties  cover  the  management  of  personnel,  budget, 
transportation,  suppli(js  and  equipment.  The  majority  ol  these 
positions  are  overseas;  however,  there  are  some  Air  Force  slots 
at  the  Military  Postal  Service  Agency  in  Washington,  U.C.  This 
is  a  GDA  and  paragraph  0-2U  in  APR  36-2U  provides  tht;  specifics. 


(MORE)  OPPORTUNITIES  TO  COHMANIJ 


Military  Entrance  Processing  Station  Commander 


Here's  an  opportunity  as  a  major  to  lead  a  group  of  Army, 
Navy,  Marine,  and  Air  Force  personnel.  You  will  be  responsible 
for  processing  recruits  in  your  area  to  their  basic  training 
base.  Your  unit  will  also  perform  testing  of  high  school 
students  in  your  assigned  area.  You'll  have  an  operations 
officer,  a  test  control  officer  and  a  GS-1?  physician  on  your 
st.aff  along  with  budget,  personnel,  transportation,  and 
administrative  personnel. 


’'Other"  Dt'tachmcnt  Gommands 


There  are  a  few  unique  detachment  commander  slots  that  need 
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to  ho  idenLiliod.  Uhat  aakos  Lhe«  unique  is  that  the  (iot.achinent 
conaander  is  also  the  air  station  coaaander.  Their  detachment 
serves  as  the  host  unit  on  an  air  station.  Baking  the  detachment 
commander  (DKTCO)  a  "mini-base”  commander.  The  DKTCO  will  have 
security  policemen,  HHR  personnel,  transporters,  civil  engineers, 
military  personnel  specialists,  and  some  will  have  a  lawyer  and 
finance  personnel  assigned.  Of  course,  due  to  the  size  of  the 
air  station  these  staff  functions  are  extremely  small,  yet  they 
encompass  the  majority  of  the  staff  a  typical  base  commander  has. 
Two  such  examples  are  the  detachments  at  Pruem  AS  in  Germany  and 
High  Uycombe  Air  Station  in  the  United  Kingdom.  These  jobs  offer 
a  challenge  that  goes  beyond  most  detachment  command  slots. 

These  are  A7016  slots  and  can  be  found  in  the  Officers 
Authorization  Listing  (OAL)  at  CBPO  (more  on  the  OAL  in  Ghapter 
Six).  The  OAL  will  not  tell  you  if  the  A7016  slot  fits  the  mold 
of  a  Pruem  or  High  Uycombe.  You  will  have  to  do  some  research 
work  to  find  out  if  the  UETCO  job  you  want  also  "owns"  the  air 
station . 


STILL  MORE. . . . 


Plany  positions  are  thought  of  as  "career  broadening"  either 
because  they  are  not  a  70XX  APSC  or  simply  because  they  are 
significantly  different  from  the  standard  executive  support  and 
administration  management  duties.  Some  have  a  70XX  DAPSG  and 
others  do  not.  But  in  any  case,  they  do  offer  an  opportunity  to 
diversify  and/or  explore  an  area  of  interest,  and  do  give  you 
another  perspective  on  the  total  Air  Force  mission.  Some  areas 
you  may  wish  to  consider  are: 

White  House  Fellowship 

Armed  Forces  Courier  Service 


Protocol 

International  Affairs 


Ai de-de-Camp 
White  House  Liaison 

Boy  Scouts  of  America  Liaison 

Military  Assistance  Advisory 
Groups/Missions 


Legislative  Liaison 

Air  National  Guard/ 
AF  Reserve  Liaison 

Embassy  Duty 

Attache  Duty 


Joint  Service  Assignments,  Including  OJCS 


UoD  Agencies  (DIA,  DCA,  etc) 
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GUMMARY 


We've  tried  Lo  look  at  career  broadening  in  the  broadest 
sense  (pun  intended).  From  Selective  Crossllou  to  various 
faculty  duty  assignments  to  Inspector  General  duties  to  "others" 
therf;  are  almost  endless  opportunities.  Figure  out  uhat  you 
want  to  try,  and  try  it.  The  Air  Force  and  the  admin  folks  will 
help  you  broadcrn  your  horizons. 


CHAPTER  FIVE 


EDUCATIONAL  OPPORTUNITIES 


Chapter  I'ive 


EDUCATIONAL  OPPORTUNITIES 


INTRODUCTION 


DON'T  SKIP  THIS  CHAPTER!  Yes,  you're  a  new  college  graduate, 
and  you've  made  it  through  a  commissioning  program  to  become  one 
of  the  Air  Force's  finest.  And  no  doubt  the  last  thing  you  think 
you  need  is  more  schooling.  But  the  one  additional  thing  you 
need  to  learn  is  that  life  and  career  progression  are  learning 
experiences,  both  formal  and  informal. 

As  an  officer  you  owe  it  to  yourself  to  plan  career 
development  and  professional  development.  There  is  a  difference. 
Developing  an  administration  officer  career  is  uhat  this  guide 
is  primarily  about  -  progressing  up  the  admin  career  ladder, 
personally  and  organi2ationally .  Developing  as  a  professional 
officer  in  the  United  States  Air  Force  means  learning  the  traits 
and  tools  necessary  to  manage  resources  and  lead  people  to 
accomplish  your  organization's  mission. 

This  chapter  outlines  the  avenues  open  to  you  as  you  plan 
your  career  and  professional  development.  (If  it  sometimes 
appears  that  these  tuo  overlap,  it's  because  they  do.)  First 
we'll  look  at  courses  available  to  assist  you  in  your  career 
development.  Then  we'll  look  at  Professional  Hilitary  Education 
(PME)  courses  which  will  aid  your  professional  development. 

These  will  include  Air  Force  as  well  as  joint  military  PME 
opportunities.  Ue'll  look  at  some  great  hands-on  training 
programs  such  as  Kducation-Uith-Industry  (BUI)  and  Air  Staff 
Training  (ASTRA).  Ue'll  conclude  by  discussing  the  vital 
importance  of  acquiring  an  Advanced  Academic  Degree.  (There's  a 
new  -  beginning  in  June  1906  AFIT  master's  degree  program  in 
Information  Resource  Management  available  just  for  you!)  This  is 
vital  because  it  contributes  to  your  breadth  of  experience  as  an 
individual  and  secondly,  it  helps  promotions! 
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CAKKKU  DKVKI.OPMKNT 


AIJM  I N  J  STI^AT  I  ON  COUKSKS 


'I'hc'rf  are  l.uio  [irol  o';i;ionnl  admin  courueu  I  auyht  by  Air 
'l’rainin(j  ('uromand.  There's  one  for  enleriny  Lhe  eateer  field  and 
ont?  for  tuLure  t’hiefs.  Base  Administration. 

A 

Administration  Officer  Course,  K30BR700(J-DUU 

This  is  the  primer  for  officers  enterincj  the  career  field. 
You  (jet  an  ail  expenses  (well,  almost)  paid  trip  to  Keesler  AFB 
for  five  weeks  and  two  days  of  training.  During  that  time  you 
learn  how  to  manage  unit  administration  programs,  command 
rfM?ponsi  bili  ties  in  headquarters  and  squadron  sections,  and 
exc;cutive  support  functions  at  the  unit  level. 


Administration  Management  Officer  Course,  E3()ZR70'U-0n0 

'I'his  coursr;  was  designed  to  prepare  officers,  s.enior  NCOs , 
and  (Miuivalent  (|rade  civilians  for  initial  assignments  as  (!hit'l 
or  Assistani  (’hicf.  Base  Administration.  Tliis  one's  a  must. 

Most  of  the  old  timcjrs  took  over  Base  DA  jof)s  and  learned  from 
the  school  of  hard  knocks.  This  course  gives  you  the  chance  to 
walk  into  the  DA  job  armed  with  some  valuabl(>  knowledge.  All  it 
costs  is  lour  weeks  and  two  days  plus  some  TDY  money. 

Push  your  boss  to  send  you  to  these  schools  as  early  as 
possible.  You  will  gain  a  lot  of  information  that  will  help  you 
in  your  pr(M;ent  job  as  well  as  prepare  you  for  future  jobs  in 
administration.  Go  for  them! 


PROPBGGIONAI,  UBVELOPMtlNT  =  PROPESGIONAb  MILITARY  I%IH1[:ATI0N  (PME) 


l)(rveloping  [(rof  essi  ona  1 1  y  means  learning  how  to  be  an  officer 
in  the  United  Stales  Air  Korcc  and  how  to  lead  ycjur  people  to 
accomplish  your  mission.  There  art?  three  l(?vels  of  I’ME  desi()ned 
to  aid  in  your  prof  (?ss  ional  development.  The  three  lev(?ls  art': 
G'piadron  Officer  School  (GOS);  I  nl.ermediate  Cervice  Schtrol  (ISG) 
in  Lhe  Air  Force  this  school  is  called  Air  Gommand  and  Staff 
Collt'ge;  and  Senior  Service  School  (SSS)  ---  this  one  is  called 
Air  War  College  in  the  Air  Force.  Later  in  this  chapter  you'll 
hav(’  the  opportunity  to  learn  more  about  these  courses. 

At  this  point  you  just  need  to  realize  it's  very  imprjrtant 
you  at.'.end  I’dli  courses  at  prescribed  times  throughout  your 
carecr.  This  will  ensure  you  are  prepared  to  accept  more 


r  eiiponsn  bil  1  Ly  in  more  important  leadership  roles  as  you  move  up 
the  career  ladder.  Additionally,  to  be  competitive  at  promotion 
time  you  must  ensure  you  have  completed  the  appropriate  PMt! 
cours(!S.  You  can  be  assured  a  majority  of  your  contemporaries 
have  compi(?L(!d  their  PMli  as  soon  as  they  were  eliyible. 

The  following  table  shows  the  percentage  of  of  1  leers,  by 
grade,  who  have  completed  the  appropriate  level  of  [’ME  lor  their 
grade*.  It  also  compares  7tJXX  to  all  other  support  officers. 


Grade 

7UXX 

Other  Support 

Lt  Col  (SSS) 

51% 

62% 

Major  (ISS) 

90% 

91% 

Captain  (SOS) 

71% 

64% 

I.t  (SOS) 

14% 

12% 

Table  b  i.  I’ercentages  of  70XX  vs  Other  Support  Officers  with 
[’ME. 


Now  let  s  look  at  the  PMF.  courses,  and  see  how  they  will 
benefit  your  professional  development. 


SPEICIAI.  NOTE;  ELIGIBILITY  REQUIREMENTS  FOR  ALL  THREE  AF  PMB 
SCHOOLS  SIGNIFICANTLY  CHANGED  AFTER  PREPARATION  OF  THIS  GUIDE. 
CONTACT  YOUR  EDUCATION  OFFICER  FOR  THE  NEW  RULES. 


SOS 

As  the  first  level  of  PHE,  SOS  is  designed  for  first 
lieutenants  and  captains.  The  objective  of  the  school  is  to 
improve  company  grade  officers'  understanding  of  how  US  forces 
are  employed;  improve  their  ability  to  lead,  follow,  and  manage; 
and  improve  their  ability  to  communicate.  SOS  is  also  designed 
to  improve  the  understanding  of  the  role  of  the  commissioned 
officer  as  a  professional.  There  are  two  ways  of  completing  SOS 
in  residence  or  by  correspondence.  The  resident  course  is  8  1/2 
weeks  long  at  Maxwell  AFB,  AL.  Students  are  selected  based  on 
available  MAi/COM  quotas.  One  way  you  can  improve  your  chances  o 
attending  SOS  in  residence  is  to  volunteer  for  a  remote  tour. 
You'll  be  guaranteed  a  slot  in  SOS  enroute  to  your  PCS  station. 
(Before  you  volunteer  for  a  remote  with  the  intent  of  going  to 
SOS  in  residence,  check  with  HQ  AFMPC/DPMRSN2  to  obtain  the 
latest  policy  in  this  regard.)  All  first  lieutenants  and 


capt.d  i  n::  with  undf'r  eiqhL  yoaru  Tol.al  Active  federal  (^omm  i  r.i;  i  oned 
Service  (TAftTS)  or  Promotion  List  IJervice  (PI.S)  who  are  not  in  a 
fail(?d  or  deferred  promotion  status  are  eligible.  The 
cor r(!spondence  course  covers  as  much  of  the  resident  course 
material  as  possible  to  meet  the  same  objectives.  SOS  is  a 
prerequisite  for  enrollment  in  ACSC. 


ACSi: 

Air  Command  and  Staff  College,  the  Air  Force's  Intermediate 
Service  School,  focuses  on  broadening  field  grade  officers' 
knowledge  of  the?  Air  Force  and  the  effects  of  the  world 
environment  on  the  US  national  security.  The  school  helps 
(lev(?lop  leadership  and  management  skills  and  improve  speaking  and 
writing  ability.  Officers  in  the  re?Bident  program  conduct 
resfMrch,  document  findings,  and  propose  solutions  to  the  bol)  or 
Air  Force  on  many  topics.  The  resident  course  is  10  months  long. 
Thi?rc  are  three  ways  to  complete  ACSC.  In  addition  to  the 
resid(.*nt  program,  the  college  offers  a  correspondence  course  and 
a  nonresident  seminar  program  to  eligible  officers.  The 
curriculum  for  these  has  four  areas:  staff  communications, 
command  and  management,  military  environment  and  military 
eraplcjymcnt.  Most  Air  Force?  bases  have  an  ACSC  seminar.  It 
starts  in  late  August  each  year.  Officers  are  eligible  for  the 
correspondence  or  seminar  program  as  a  major  or  a  captain  with  at 
least  six  years  commissioned  service.  Officers  become  eligible 
lor  nomination  for  ACSC  in  residence  when  they  are  selected  for 
major.  If  nominated,  officers  then  meet  annual  USAF  Central 
I  nt.ermedi ate  Service  Schools  Designation  Boards.  Nominated 
(Officers  can  usually  meet  three  designation  boards  before  they 
lose  their  eligibility  to  attend  ACSC  in  residence. 


AUC 

Th(’  Air  Ular  College  is  the  senior  level  Air  Force  PHE  school. 
Thtr  curriculum  stresses  the  use  of  aerospace  power  by  evaluating 
and  finalyxing  current  strategy.  The  college  also  evaluates  US 
and  allied  capabilities  and  how  they  can  be  applied  in  all  levels 
of  conflict.  Officers  are  eligible  for  nomination  to  attend  the 
lU  month  resident  program  upon  selection  to  lieutenant  ctilonel  or 
colonel.  As  in  ACSC,  nominated  officers  meet  selection  boards  to 
determine  who  attends  in  residence.  AUC  also  has  a  seminar 
program  and  correspondence  program. 

More  specific  information  on  all  the  Air  Force's  DUE  schools 
can  be  found  in  AFR  53-8. 


JOINT  MILITARY  OPPORTUNITIES  JOINT  EXPERIENCE 


Joint  Hilitary  PHE 

Each  year  225  to  250  Air  Force  officers  attend  the  US  joint 
Military  colleges  uhich  are  operated  under  the  direction  of  the 
Joint  (rhiijfs  of  Staff.  Selection  for  attendance  is  similar  to 
selection  for  the  Air  Force  schools  mentioned  above.  These 
schools  are; 

Armed  Forces  Staff  College.  This  college  prepares  selected 
olfitrers  lor  duties  in  all  echelons  of  joint  and  combined  command 
operations  and  planning  in  higher  echelons  of  the  Department  of 
Defense  and  international  organizations.  Officers  in  the  grade 
of  major  are  eligible  to  attend. 

National  Security  Management  Course.  The  mission  of  this 
school  is  to  conduct  courses  of  study  in  national  security  and 
resource  management.  Colonels  and  lieutenant  colonels  are 
eligible  to  attend. 

The  National  War  College.  The  course  of  instruction  at  this 
school  prepares  personnel  of  the  Armed  Forces  and  the  State 
Department  for  joint  and  combined  high-level  policy  functions, 
command  and  staff  functions,  and  strategic  planning  duties. 
Officers  in  the  grades  of  colonel  and  lieutenant  colonel  are 
eligible  to  attend. 


Sist(;r  l>ervice  and  Allied  Schools 

In  addition  to  the  Air  Force  and  UoU  PHE  courses  mentioned 
above,  about  lUU  US  Air  Force  officers  are  selected  each  year  l.o 
attend  PHE  schools  of  the  other  US  military  services  and  allied 
nations.  These  are  super  opportunities  —  the  type  that  only 
come  once  in  a  lifetime.  Check  with  your  education  office  for 
more  specific  details. 


SPECIAL  OPPORTUNITIES  =  VARIETY 


Education-Ui th- Industry 

F.ducation-Uith-Industry  (EUI)  is  an  Air  Force  Institute  of 
T(!c:hnology  (AFIT)  program.  There's  one  EUI  program  for  the  7UXX 
careirr  f  i  e  1  fl  with  six  slots  per  year.  This  program  <l(;als  with 
administration  syst(?ms  management..  EUI  gives  you  the  opportunity 
to  work  with  selected  industries  who  produce  or  use  advanced 
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administrative  systems.  Sub ject ' areas  include  but  are  not 
limited  to  word  processing,  micrographics  printing,  and 
duplicating.  The  tour  covers  10  months  of  ’’hands-on"  experience 
with  civilian  industry's  organization,  management,  and 
technology.  The  knowledge  you  gain  will  be  applied  in  your 
follow-on  assignment.  You  can  find  specific  information  on  KUl 
in  APR  36-20,  paragraph  8-22,  and  APR  50-5  starting  at  paragraph 
4-47. 


Air  Staff  Training  (ASTRA)  Program 

This  program  takes  exceptional  performers  and  exposes  them  to 
operations  at  the  Air  Staff.  Individuals  serve  a  twelve-month 
tour  as  management  interns.  Emphasis  is  placed  on  active 
participation  in  complex  HQ  USAP  decision  making  activities, 
rather  than  simply  observing  the  operation.  There  is  a  two-year 
eligibility  window  for  ASTRA  based  on  your  Total  Active  Pederal 
Commissioned  Service  Date  (TAPCSU).  Por  exampie,  to  be 
considered  for  the  CY86  selection  board  you  must  have  a  TAPCSD  in 
1381  or  1982.  If  selected  you  would  have  a  PY88  ASTRA 
assignment.  So  if  you're  interested  you've  got  to  keep  track  of 
the  rapidly  moving  years  in  your  Air  Porce  career  to  prevent 
missing  your  eligibility  period.  Por  details  see  APR  36-20, 
paragraph  8-24,  and  APR  36-23,  paragraph  2-4a. 


AUVANCED  ACADEMIC  DEGREE  =  IMPROVED  YOU 


You  need  one,  so  get  one!  Before  we  say  more,  look  at  the 
following  table.  It  gives  you  some  figures  on  the  number  of 
folks  who  have  advanced  degrees. 


Grade 

70XX 

Other  Support 

Lt  Col 

76% 

82% 

Ma  jor 

72% 

78% 

Captain 

36% 

41% 

lii  eutenant 

5% 

5% 

s  Tahlf;  5  2.  Percentages  of  70XX  vs  Other  Support  Officers  with 

Advanced  Academic  Degrees. 


you  Bust,  have  a  graduate  degree  in  a  related  field.  It's  a 
si eppi ngstone  to  a  variety  of  things  that  will  enhance  your 
career.  First  and  foremost,  it  makes  a  better  you.  You  may  not 
believe  it,  but  it's  true.  The  Air  Force  is  made  up  of  a  very 
intelligent  population.  To  communicate  and  interact,  you  need 
advanced  education.  Additionally,  for  some  future  assignments 
such  as  APROTC  Instructor  Duty  an  advanced  degree  is  a 
prerequisite.  And  lest  il  hasn't  dauned  on  you,  lack  of  a 
master's  degree  could  be  harmful  at  promotion  consideral.ion  Lime. 
Yes,  you  must  have  one.  Don't  know  where  to  start?  Look  at 
this  new  opportunity  that  will  put  you  on  the  leading  edge  of  the 
administration  mission. 

DA- Sponsored  Master  of  Science  Degree  in  Information  Resource 
Hanagement 

This  most  exciting  academic  program  for  administration 
officers  will  begin  in  June  1986.  It's  exciting  because  it 
offers  an  advanced  degree  which  pertains  to  a  vital  area  of  the 
Administration  career  field.  An  18  month  master's  degree 
program,  it  is  designed  to  incorporate  pertinent  academic  courses 
from  various  information  management  sciences  into  one  degree 
program.  This  program  will  give  you  a  solid  information  science 
background.  The  basic  prerequisites  include  a  minimum 
undergraduate  Grade  Point  Average  <GPA)  of  2.B,  completion  of  one 
college  algebra  course,  and  a  minimum  Graduate  Records  Bxam  (GRE) 
score  of  lUDU  or  a  mimimum  Graduate  Management  Admissions  Test 
(GHAT)  score  of  475.  Interested?  Contact  your  base  education 
office  or  WAJCOM  DA  for  further  details  on  how  and  when  to  apply. 


SUMMARY 


This  chapter  identified  several  opportunities  to  improve 
yourself  through  career  development,  professional  development, 
and  personal  development.  Career-wise,  it's  important  early  in 
your  career  to  attend  the  residence  admin  officer  courses. 

During  the  same  timeframe  you  should  begin  accomplishing  your 
professional  military  training  by  completing  SOS.  As  you 
progress  up  the  rank  structure,  complete  ACSC  and  AUC  as  soon  as 
you  are  eligible.  And  on  top  of  this,  and  equally  important, 
plan  and  acquire  an  advanced  academic  degree  to  better  yourself 
personally  and  at  the  same  time  improve  your  contribution  to  the 
Air  Force.  (Seriously  consider  the  new  master's  degree  in 
Information  Resource  Management  -  it's  for  you.)  Then  in  your 
free  time  consider  some  of  the  other  opportunities  identified  in 


this  chapter.  Remember  —  education  is  important  career-wise, 
prof  cssicinally ,  and  personally.  Continue  your  education 
lf»rou«|houl  your  carerrr  il  will  contribute  l.o  a  i:ucce!;i:l  ul 

I'.n  . 


CHAPTER  SIK 

THE  ASSIGNMENT  PROCESS 


Chapter  Six 


THE  ASSIGNMENT  PROCESS 


INTRODUCTION 


Like  most  things  in  life,  the  assignment  process  ailous  you 
the  opportunity  to  be  at  the  beginning  of  the  process,  or  at  t  her 
end  of  the  [irocess.  You  can  state  your  desires,  work  with  l.he 
experts  at  PALACE  AU,  and  nine  times  out  of  ten  get  the 
assignment  you  want  (this  is  the  personal  experience  of  f.his 
author),  or  you  can  let  the  system  work  its  best,  and  meet  the 
needs  of  the  Air  Force  for  sure,  while  making  you  happy,  perhaps. 
It  really  is  a  choice  you  can  make.  Throughout  your  career 
you'll  find  many  folks  who  are  afraid  to  give  an  input,  for  fear 
they  may  not  be  happy  with  their  decision.  It's  always  easier  to 
blame  "the  system”  for  thei :  bad  luck. 

But.  really,  wouldn't  you  like  to  enjoy  your  career?  This 
chapter  will  assume  your  answer  is  "yes”  and  begin  by  discussing 
the  primary  tool  available  to  you  to  state  your  career  plan,  and 
assignment  desires  The  Officer's  Career  Objective  Statement, 

AF  Form  9U.  This  will  be  followed  by  a  discussion  of  the 
assignment  process,  to  Include  when  you  are  considered,  by  whom, 
and  how.  It  will  conclude  by  discussing  the  duties  of  the  most 
important  admin  career  monitor  people  at  the  Air  Force  Military 
I’ersonnel  Center  (AFMPC),  your  PALACE  All  Team. 


AF  FORM  90 


As  mentioned  above,  the  assignment  process,  to  work  the  way 
you  want  it  to,  must  start  with  you.  As  stated  earlier  in  this 
guide,  you  have  to  plan  your  career  well  in  advance  if  you  want 
to  cov(?r  all  the  bases  to  be  promoted,  and  eventually  conclude  a 
XIJ  year  crar(;(‘r  successfully.  One  of  the  best,  if  not  the  b(M;t 
way  to  plan  a  carcJT  is  to  use  the  AF  Form  90  as  a  caret.'r 
|)lannin<)  guide.  That'!;  right  -  while  we  plan  to  talk  about 
a!;signmenis  in  this  (;hapt(;r  you  rured  to  realize  that  the  first 
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nf<*p  in  the  asniqnnent.  process  is  to  identify  those  assignment 
need:;  that  util  further  your  career.  And  to  do  that  you  (ic.'.l 
ntred  to  decide  what  it  is  that  you  want  to  do  In  your  career. 

As  the  title  of  the  AP  Porm  90  states,  this  document  is  to 
reflect  your  career  objectives.  Think  about  what  you  want  to  do. 
Talk  to  PALACE  AU  (we'll  tell  you  why  and  how  later),  and 
discuss  your  ideas  with  your  supervisor  and  senior  officers  in 
your  chain  of  command.  Pick  their  brains  for  insight  on  how  to 
prepare  yourself  for  career  progression.  Take  a  look  at  APRs 
36  23,  36-20  and  36-1.  Use  this  handbook  as  another  tool.  Then 
identify  required  jobs  on  the  AP  Porm  90  at  appropriate  times. 
Blend  in  desired  locations  and  timely  overseas  assignments  that 
will  allow  you  the  opportunity  to  travel  and  see  the  world. 


MAKING  YOUR  AP  PORM  90  BETTER 


There  are  several  important  things  you  can  do  t.o  make'  your  AP 
Porm  90  be  more  than  just  a  "filled  in”  form.  You  need  to  make 
it  more  fully  reflect  your  career  objectives.  Do  the  following; 

Use  the  Officer  Authorization  List  (OAL).  This  neat 
microfiche  provides  a  complete  list  of  all  70XX  authorizations. 
It's  usually  produced  in  June  and  December  of  each  year.  It's 
set  up  alphabetically  by  base,  and  it  contains  a  wealth  of 
information.  For  example,  it  can  tell  you  the  following  for  each 
authorization:  authorized  grade;  APSC  for  the  slot;  level  of 
command  of  the  authorization,  i.e.,  squadron,  base,  MAJCOM,  etc.; 
the  command  the  position  is  assigned  to;  the  educational  level  to 
show  what  type  advanced  degree  is  required;  and  a  brief  title  of 
the  position.  The  OAL  is  not  a  list  of  vacancies.  But  if  it's 
used  right  it'll  make  your  AP  Porm  90  a  better  indicator  of  your 
desires.  For  example,  you  can  list  three  specific  preferences  on 
the  form.  If  you  want  to  be  an  executive  officer  in  the 
snuttiwest  area,  you  can  increase  your  odds  by  listing  the  three 
bases  with  the  most  exec  slots.  Common  sense?  Of  course,  but 
some?  people  miss  the  boat  and  limit  the  opportunities  PAI.ACE  AD 
might  have  to  meet  individual  desires.  The  OAL  also  lists 
posil.ions  overseas.  If  you  want  to  go  to  Europe,  the  OAL  will 
show  you  that  your  odds  go  up  if  you  list  West  Germany  or  the 
United  Kingdom  on  the  AP  Form  90.  These  are  just  a  few  examples 
that  show  you  the  OAL,  used  appropriateiy ,  can  maximize  your 
opportunities  to  get  the  assignment  you  need  to  help  your  career 
progression . 

Use  the  remarks  section.  Make  a  remark  or  two  to  clarify 
what  you  stated  on  the  front  of  the  form  in  the  various  blocks. 
Here's  where  you  want  to  help  the  PALACE  AD  folks  help  you.  For 
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example,  if  you  need  to  stay  put  for  an  extra  12  months  to  finish 
your  advanced  academic  degree,  state  it  here.  If  you  need  a 
special  duty  assignment  at  a  certain  phase  point,  explain  why. 

In  essence,  use  this  space  to  restate,  emphasixe,  and  summarise 
your  plan.  The  PALACE  AD  folks  will  use  your  input  to  help  them 
help  you  --  after  all,  it  makes  their  job  easier. 

Talk  to  I’ALACE  AD.  The  PALACE  AD  Team  of  personnel  managers 
work  hard  to  match  Air  Force  needs  with  people  desires.  liihat 
they  don't  need  are  unhappy  people  in  unwanted  jobs  complaining 
for  three  years  until  they  finally  get  reassigned.  They  would 
much  rather  know  your  desires  via  your  career  objectives,  and 
work  with  you  l.(j  obtain  them.  In  addition  to  giving  them  your 
thoughts  (jn  t.he  AF  Form  9U  periodically  give  them  a  call.  They 
can  help  you  update  your  AF  Form  90,  and  also  give  you  the  tate:;t 
information  from  the  personnel  world  pertaining  to  the 
assignments  business.  So  don't  be  a  stranger  to  the  PALACE  AD 
folks.  On  the  other  hand,  don't  monopolize  their  time  either. 
Ecmember,  they  have  over  2500  officers  to  manage  so  let  them  have 
some  time  to  handle  the  other  admin  officers  too.  For  future 
reference  here's  the  team's  address  and  telephone  number: 

IIQ  AFnPC/DPI1RSN2 
Randolph  AFB,  Texas  78150-6001 
AUTOVON:  487-6771 

Commercial:  (515)  652-6771 

Make  the  AF  Form  90  a  valuable  tool.  If  this  seems  to  be 
restating  the  obvious  -  it  is.  This  is  because  so  many  of  our 
()eers  know  how  t.o  fill  out  an  AF  Form  90  and  basically  understand 
the  benelit.s.  yet  lor  some  reason  have  difficulty  doing  it!  For 
example,  several  officers  don't  have  current  AF  Form  90 ' s  in 
their  folders  at  UPC,  while  others  don't  have  a  form  on  file  at 
all.  There  are  numerous  examples  of  pt:ople  listing  a  series  of 
assignments  l.hat  have  no  relationship  to  each  other  except  for 
the  fact  that  they  exist  in  the  Air  Force!  (This  is  career 
development  planning?)  What's  the  significance  of  this  to  you? 
Actually,  the  significance  is  twofold.  First,  use  these  bad 
examples  of  what  not  to  do  as  guidance  in  preparing  your  career 
objective  statement.  Secondly,  realize  that  when  many  folks 
don't  thoroughly  plan  their  careers  and  document  it  on  the  AF 
Form  90  for  the  PALACE  AD  folks  you  benefit.  How?  It  puts  you  a 
rung  higher  on  the  ladder  for  choice  assignments  when  you 
thoroughly  complete  and  submit  yours!!!! 

Keep  it  current.  You  should  plan  to  update  your  AF  Form  90 
whenevtrr  your  career  goals  change,  but  at  least  once  a  year.  In 
ad<fil  i()n  I  o  changes  in  the  r.pecialty,  trommand  and  bas.e  preference' 
seel  inn::,  u::e  I  fu*  remark':  :;ectir»n  to  nrd.  only  clarify  your 
chaiu|c:: ,  hill  to  a  I  !io  update  your  rr'Visi’il  carciT  goal::.  Ilcing 
human,  cx[)cri('ncc  (maturity)  may  rrausr'  you  to  changr'  your  loio) 
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Lerm  goals.  That's  certainly  understandable  to  everyone, 
including  the  PALACE  AD  Team.  But  be  sure  to  tell  them  about  the 
changes  so  they  can  adjust  their  approach  to  helping  you. 

OK,  you've  done  an  outstanding  job  of  filling  out  your  AE 
Eorra  ‘JO.  Uhat  happens  next?  Your  AF  Form  90  goes  to  PALACE  AD 
and  becomes  an  important  part  of  the  assignment  process.  Read  on 
to  learn  hou  the  process  works. 


THE  ASSIGNMENT  PROCESS 


When  are  ycju  considered? 

You've  done  a  super  job  of  planning  your  career  and  stating 
it  clearly  on  your  Career  Objective  Statement.  The  PALACE  AD 
Team  uses  your  input  along  with  several  factors  that  come  into 
play  to  determine  the  answer  to  this  question.  First  they  must 
determine  whether  you  are  a  mandatory  available  or  a  normal 
available  officer.  A  mandatory  available  officer  must  be  moved 
after  completion  of  their  current  tour.  You  may  be  completing  an 
ov(‘rseas  assignment  or  a  maximum  controlled  tour  on  the  Joint  or 
Air  Staffs.  As  a  normal  available  officer  you  may  be  moved. 
Officers  completing  a  minimum  controlled  tour  and  all  other 
officers  are  in  this  category.  The  majority  of  you  are  in  this 
last  cal.egory  mentioned.  Time  on  station  (TOS)  bect)mes  the  k(!y 
element  to  determine  which  normal  available  officer  should  b<* 
movcul . 

Usually,  normal  available  officers  will  have  three  years  or 
mijre  on  station  in  the  CONUS  before  they  are  considered  for 
anof.her  CONUS  assignment.  For  overseas,  if  you're  a  volunteer 
you  only  need  one  year  on  station.  As  a  non -vol unteer  you  can 
have  two  years  (one  year  for  lieutenants)  on  station.  The 
officer  with  the  most  time  on  station  who  is  qualified  for  the 
as:;Lgnraent  would  be  moved.  For  overseas  moves  this  is  where 
overseas  duty  selection  date  (ODSU)  and  short  tour  return  date 
(S’l’RU)  become  important.  ODSU  is  the  date  you  last  returned  from 
a  long  tour.  STRD  is  the  date  you  last  returned  from  a  short 
tour.  If  you  don't  have  an  ODSl)  or  a  BTRU,  the  date  used  will  be 
the  date  you  entered  active  duty.  Generally  an  officer  who  has 
nev(!r  been  overseas  (short/long  tour)  should  be  selected  over  an 
officer  who's  completed  an  overseas  asssignment.  As  an 
administrator  you  can  expect  one  long  tour  and  one  short  tour  in 
your  career.  One  note  for  lieutenants;  they  are  limited  to  t.wo 
p<;rmanent  duty  stat.ions,  excluding  initial  training  assignment, 
during  t.hrrir  initial  four  years  of  service.  The  above  rules 
apply  general Jy;  as  always,  there  can  be  exceptions. 
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I’ALAL’Ii  Al)  is  the  key  player,  but  they  work  closely  with  the 
various  MAJL’OH  resource  managers.  Here's  how  they  do  it.  The 
resource  manager  at  PALACE  AH  takes  a  look  at  the  qualifications 
needed  lor  a  particular  job.  The  records  of  mandatory  officers, 
and  those  officers  who  have  enough  time  on  station  to  be 
considered  for  reassignment  are  reviewed  to  see  who  meets  the 
qualifications.  If  an  officer  meets  the  requirements,  the 
resource  manager  then  considers  the  career  development  aspects  of 
the  job  and  the  officer's  desires  on  the  AF  Form  90.  They  try 
very  hard  to  match  the  job  to  the  individual.  This  is  why  it's 
so  important  to  have  a  comprehensive,  up-to-date  AF  Form  90  on 
file.  They  do  want  to  get  the  very  best  person  they  can  for  each 
job.  Now  let's  look  a  little  more  closely  at  how  an  individual 
is  picked. 


How  are  you  picked? 

There  arc  four  basic  parameters: 

Mission  needs  of  the  Air  Force.  They  come  first.  PALACE  AIJ 
knows  what  the  needs  are,  and  sometimes  they  have  to  make  the 
tough  assignment  decisions  to  get  the  right  people  to  the  right 
assignments.  That's  their  job. 

Availability  of  assignment  candidates.  Actually  there  are 
several  considerations.  PALACE  AD  first  looks  in  sequence  at  all 
mandatory  available  officers,  then  those  normal  available 
officers  who  meet  TOS  requirements,  and  then  those  officers  who 
do  not  have  enough  TOS.  During  this  period  both  the  gaining  and 
losing  MAJCOM  staffs  play  a  vital  role  in  the  assignment  process. 

your  desires.  PALACE  AD  reviews  the  AF  Form  905  of  eligible 
officers  to  see  if  they  can  match  the  Air  Force  need  with  an 
individual  who  needs  such  a  job  to  complete  an  aspect  of  their 
career  progression.  (Guess  what  happens  here  if  the  individual 
being  considered  didn't  complete  or  update  his  or  her  AF  Form  90? 
You  got  it  -  they  may  not  have  a  say  in  what  their  next 
assignment  will  be!) 

Your  career  progression.  The  PALACE  AD  people  will  review 
the  assignment  from  the  career  progression  perspective  and 
consider  you  even  if  you  haven't  specifically  identified  such  an 
assignment  on  your  AF  Form  90.  When  they  do  this  they  more  than 
likely  will  call  you  and  discuss  the  opportunity  with  you.  This 
is  extremely  beneficial  as  it  allows  you  the  opportunity  to  grab 
some  good  assignments  that  will  benefit  you  personally,  and 
career  wise  as  well. 


So  it's  ail  ol  these  consi deraLions  which  together  try  to  put  the 
right  person  in  the  right  job  at  the  right  time.  The  key  is  you. 


SUHHARV 


you  play  an  important  role  in  your  career  development.  This 
is.  perhaps,  roost  true  in  the  assignment  business.  The  PAi.ACE  AD 
folks  work  the  mechanics,  and  do  an  outstanding  job.  It's 
especially  outstanding  when  you  consider  they  manage  over  2bOU 
admin  officers.  You  need  to  remember  they  are  interested  in 
doing  a  good  job,  and  you  can  help  them  by  letting  them  know  your 
desires  via  the  AP  Form  90.  In  so  doing,  they  will  be  better 
able  to  help  you  meet  your  career  objectives  by  assigning  you  to 
important  and  valuable  career  enhancement  jobs  at  appropriate 
tiroes.  Your  input  and  their  efforts  work  together  to  meet  the 
needs  of  both  the  Air  Force  and  you. 
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CHAPTER  SEVEN 


PROMOTIONS  AND  THE  PROCESS 


Chapter  Seven 


PROMOTIONS  ANU  THE  PROCESS 


INTRODUCTION 


Promotions  are  important.  If  you're  saying  this  is  an 
overwhelming  understatement,  you're  right!  Since  we  wear  our 
"position  in  life"  on  our  shoulder,  career  progression  via 
promotions  is  important  to  our  self-esteem  as  well  as  our 
pockethooks.  A  key  question  which  comes  to  mind  is  ---  is 
promotion  the  end  result  of  career  development  or  just  a 
continuing  part  of  it?  The  answer  is  most  likely  yes  — 
promotion  is  both,  but  it  favors  the  continuation  aspect. 
Because  promotion  is  not  a  reward  for  past  performance,  but  a 
recognition  of  your  future  potential. 


Uhy? 


This  chapter  will  give  you  a  close  look  at  the  promotion 
process,  including  eligibility  requirements,  promotion 
opportunities  and  a  description  of  how  the  promotion  boards 
actually  do  their  job.  Of  course  you  can  read  this  same 
information  in  various  personnel  regulations  and  pamphlets  —  AFP 
36-32  is  a  good  one  —  but  it's  included  here  as  part  of  the 
overall  career  development  story.  This  chapter  concludes  with 
some  pointers  on  avoiding  a  pass  over.  And  should  you  not  heed 
the  words  of  wisdom  contained  in  this  primer  for  success,  pass 
over  recovery  potential  will  also  be  discussed.  So,  let's  see 
how  the  system  will  go  about  promoting  you. 


FULLY  QUALIFIED  -  PROMOTION  TO  FIRST  LIEUTENANT 


Recognition  of  highly  qualified  officers  lor  promotion  is 
certainly  one  key  measure  of  career  development.  Selection  for 
[jromot.ion  to  first  li(!utenant  is  distinctive  from  all  other 
promotions  in  that  it  is  based  upon  an  individual  being  fully 
jjualilied.  There  are  no  Air  Force  quotas,  so  all  second 
lieutenants  are  deemed  fully  qualified  after  serving  24  months 
time-in  grade. 
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1$KST  QUALIPIKU  -  PROMOTION  TO  ALL  OTIIKR  RANK‘J 


Promotion  SelfJcLion  Boards  meet  to  determine  those 
individuals  best  qualifed  for  promotion  of  all  those  eliqible. 
Selection  is  made  based  upon  evaluation  of  the  whole  person 
concept.  There  are  four  areas  commonly  grouped  in  the  whole 
person  concept:  performance,  experience  (duty  history), 
professional  education,  and  formal  education.  Understandably, 
performance  is  the  most  important  area  of  whole  person 
development.  Your  job  performance  and  demonstrated  potential, 
specifically  as  articulated  in  effectiveness  reports,  provide  you 
the  foundation  for  continued  development.  Your  ability  to 
perform  in  your  current  position  is  a  primary  indicator  of 
potential  in  future  positions.  Therefore  it"s  important  you 
become  very  familiar  with  the  officer  evaluation  system  outlined 
in  AFR  36-10,  Officer  PIval  uations .  As  part  of  the  evaluation 
process  this  regulation  details  specific  performance  standards 
with  which  you  should  become  familiar. 


PROMOTION  ELIGIBILITY  AND  OPPORTUNITY 


Phase  Points 


The  phase  points  in  Table  7-1  represent  the  approximate 
pin-on  dates  (except  captain)  for  the  grades  indicated.  The  time 
will  vary  depending  on  the  size  of  the  year  group  and  the  number 
of  vacancies  available.  These  phase  points  represent  promotion 
1 n-the-Proraotion-Zone  (IPZ)  which  is  the  normal  time  you're 
eligible  for  consideration  to  the  next  grade. 


Captain 

4.0 

years 

Ma  ior 

11.6 

yea  rs 

Lieutenant  Colonel 

16. U 

years 

Colonel 

21.0 

years 

Table  7-1.  I n  The-Promotion-Zone  Phase  Points 


Promotion  Opportunities 


The  quota  limitations  for  promotion  of  officers 
I n  f he  Promotion-Zone  are  shown  in  Table  7-2.  However,  actual 
percentages  are  lower  for  IPZ  officers  because  all  Below -the-Zone 


(BPZ)  and  Above- the-Zone  <APZ)  selectees  are  at  the  expense  of 
IPZ  quotas. 


Captain  951  IPZ 
Hajor  90»  IPZ 
Lieutenant  Colonel  751  IPZ 
Colonel  55%  IPZ 


Table  72.  IPZ  Promotion  Opportunities 


There  are  also  quota  limitations  for  BPZ  promotions.  Boards 
may  use  up  to  the  percentages  shown  in  Table  7-3  of  the  board 
quota . 


Major  5.0% 
Lieutenant  Colonel  7.5% 
Colonel  15.0% 


Table  7-3.  BPZ  Quota  Limitations 


You  are  considered  BPZ  to  major  three  years  early,  and  two  ycrars 
early  for  both  lieutenant  colonel  and  colonel. 


PROMOTION  BOARDS  -  HOB  THEY  WORK 


Promotion  boards  are  tasked  with  an  awesome  responsibility. 
They  must  select  the  best-of-the-best  for  promotion.  The 
paragraphs  below  describe  the  process.  Before  you  get  into  the 
process,  stop  for  a  moment  and  consider  what  they  look  at  to 
evaluate  the  individuals  eligible.  Horc  specifically,  consider 
how  you  look  via  the  documents  they  review;  your  selection  folder 
and  your  officer  selection  brief. 

Selection  Polder.  This  includes  your  oficer  selection  brief, 
official  photo,  OER's,  LOE's,  training  reports,  citations  for 
decorations,  and  any  unfavorable  information. 


Officer  Selection  Brief. 


This  element  of  the  selecLitin 


folde^r  is  a  thumbnail  sketch  of  your  background  including  such 
topics  as  education,  PHE,  awards  and  decorations,  grade  data,  and 
duty  information. 

Does  your  rejcord  reflect,  via  these  documents,  the  attributes 
of  the  whole  person  concept?  This  is  the  question  you  need  to 
continually  ask  yourself  as  you  pursue  promotions.  To  assist 
your  self-analysis,  please  refer  to  the  Promotion  Potential 
Checklist  located  at  the  back  of  this  guide  as  an  appendix.  It 
should  be  most  helpful.  Now  let's  look  at  the  process. 


Composition  of  the  Board 

Board  members  are  assigned  to  reflect  the  demographic 
characteristics  of  the  officers  being  considered  for  promotion. 
For  example,  if  2(1%  of  the  eligibles  are  USAPE  assets,  then  20% 
of  the  board  members  will  be  from  USAPE.  The  same  thing  applies 
for  specific  career  fields.  Reserve  and  minority  officers  are 
also  proportionally  represented. 

Each  board  is  made  up  of  panels  consisting  of  five  members 
each.  The  number  of  panels  varies,  but  for  a  typical  major's 
board  there  are  five  or  six  panels.  The  Air  Porce  uses  colonels 
for  all  boards  up  to  and  including  lieutenant  colonel  boards,  and 
brigadier  generals  as  board  members  for  colonel  boards. 


Trial  Run 

Board  members  don't  Jump  right  in  and  start  scoring  records. 
They  tjo  through  a  trial  run  that  consists  of  an  initial  screening 
of  ten  records  and  a  scoring  practice  on  IB  other  records.  The 
trial  run  familiarizes  board  members  with  the  contents  of  the 
records  and  gives  them  experience  in  scoring  records 
consistently.  Let's  look  at  the  scoring  process. 


Scoring  Records 

Table  7-4  shows  you  f.he  scale  board  members  use  when  they 
score  records.  Each  member  scores  a  record  in  half  point 
increments  from  six  to  ten.  If  any  record  has  a  difference  in 
scores  of  two  or  more  points  it  is  called  a  ’’split”  and  the 
record  is  brought  back  to  the  panel  for  a  rescore.  For  exam  pie, 
if  a  record  was  scored  7,  7.B,  8,  7.5,  and  7,  it  would  stand 
wit.hout  further  review.  However,  if  the  scores  were  6.b,  8.  7.5, 
7,  and  8.5,  the  record  would  come  back  because  of  the  two  point 
difference  between  the  high  and  the  low  score. 


Absolutely  Tops 

10.0 

Outstanding  Record 

9.5 

Outstanding 

Pew  Could  Be  Better 

9.0 

Strong  Record 

8.5 

Above  Average 

Slightly  Higher  Than  Average 

8.0 

Average 

7.5 

Average 

Slightly  Below  Average 

7.0 

Ucli  Below  Average 

6.5 

Below  Average 

Lowest  In  Potential 

6.0 

Table  7-4.  Scoring  Scale 


This  procedure  is  used  to  ensure  board  menbers  don't  miss 
important  aspects  of  a  record,  that  there  in  no  bias  or  that 
board  members  are  not  ietting  personal  knowledge  influence  their 
scoring . 


How  Are  Records  Evaluated? 

You've  heard  of  the  whole  person  concept.  Let's  take  a  look 
at  the  factors  that  make  up  the  concept  and  what  the  board  uses 
to  evaluate  those  factors.  This  is  represented  in  Pigure  /  b. 


Pactor 

Evaluate 

Performance 

OER's 

Leadership 

Command/Staff 

Breadth  of  Experience 

Hhere/Hhat/Hhen 

Job  Responsibility 

Scope/ Exposure 

Professional  Competence 

Expertise  as  a  Specialist 

Specific  Achievements 

Awards/ Deco rations 

Education 

Level /Utilization 

Table  7-5.  Promotion  Board  Evaluation 


APP  36-32  indicates  that  no  specific  weight  is  given  to  each 
factor.  However,  board  members  consistently  agree  that  job 
performance,  as  reflected  in  your  OER's,  is  the  most  important 
factor.  That  statement  does  not  say  it  is  the  only  factor.  To 
be  competitive  you  must  perform  well.  But  if  that's  all  your 
record  indicates,  those  officers  who  also  do  well  in  the  other 


factors  uill  have  the  edge.  That's  why  it's  called  the  whole 
person  concept. 

Records  Plow 

Records  of  the  eligible  officers  are  stacked  in  groups  ol 
twenty.  They  are  sequenced  by  reverse  social  security  account 
number.  This  ensures  a  random  distribution  to  all  of  the  panels. 
The  records  are  scored  by  each  board  member  and  removed  from  the 
panel  room  and  checked  to  see  if  any  "splits"  exist.  If  a  split 
exists,  the  record  is  returned  for  rescoring.  It's  important  to 
note  that  the  scoring  is  by  secret  ballot;  no  member  knows  how 
the  others  scored  a  record.  Nor  do  members  know  the  "required" 
score  for  promotion  because  that  isn't  computed  until  after  the 
scoring  is  completed. 

Could  a  record  be  scored  higher  (or  lower)  by  another  panel? 
The  answer  is  yes,  but  it  really  doesn't  matter.  People  are 
promoted  on  raw  score.  They  are  promoted  based  on  the 
order-of-meri t  listing  resulting  from  the  panel  scoring  the 
record.  In  other  words,  any  score  is  relative  only  to  other 
scores  generated  by  the  same  panel.  To  better  understand  this, 
let's  look  at  how  the  quota  for  promotions  is  broken  out  among 
the  panels. 


Panel  Quotas 

First  a  few  definitions  are  required.  The  total  number  of 
eligibles  consists  of  all  first  time  eligible  officers  plus 
above- t.he -zone  officers.  The  total  promotions  possible  for  this 
group  consists  of  9UI  of  the  first  time  eligible  number,  minus 
any  or  all  below-the-promotion-zone  selectees.  Let's  run  through 
an  example  using  the  results  from  an  actual  major's  board.  The 
math  to  determine  the  panel  quota  goes  like  this:  the  number  of 
records  the  panel  scored  (026)  is  divided  by  the  total  number  of 
eligibles  (4433)  to  get  18.63*.  Then  you  take  18.631  of  the 
total  promotions  possible  (2,746)  and  get  511.47  (rounded  to 
512).  Therefore,  this  particular  panel  could  promote  512 
officers  out  of  the  826  they  scored.  This  process  is  done  for 
each  panel . 

The  main  point  is  this:  it  doesn't  matter  if  one  panel 
scores  higher  or  lower  than  another  panel.  Because  each  panel 
received  a  random  selection  of  records  which  represent  the  full 
spectrum  of  quality.  And  each  panel  received  an  exact  share  of 
the  quota  based  on  the  number  of  records  it  scored  and  promoted 
on  its  own  <irder-of-merit  rating.  However,  when  the  quota  cutoff 
is  applied  it  will  fall  at  the  point  where  several  officers  have 
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t-he  i:ame  score.  When  this  happens  the'  panel  goes  into  an 
exercise  called  "resolving  the  gray”. 

Resolving  the  Gray  Area 


Using  the  figures  from  our  example  above  ue  found  that  bl2 
people  could  be  promoted.  When  the  order-of-meri t  listing  was 
completed,  everyone  with  a  score  of  40.5  and  above  —  470  in  ali 
-  were  clearly  above  the  gray  area  and  could  be  promoted.  By 
going  down  a  half  point  to  a  score  of  40,  the  order-of-meri t 
listing  included  109  people.  The  tough  part  is  selecting  42 
people  out  of  those  109.  To  ensure  fairness  and  equity,  those 
records  are  rcscored  and  a  separate  order-of-meri t  listing  was 
prepared  within  the  same  panel  and  the  best  42  were  identified 
using  the  siime  process  the  panel  went  through  to  select  the  first. 
470.  Kach  panel  goes  through  this  process  until  the  full  quota 
is  met.  That  completes  the  promotion  board  process. 


PASS  OVERS  -  IlOU  TO  GET  INTO  THEM  &  IIOU  TO  GET  OUT  OP  THEM 


lict's  pretend  (because  in  reality  this  won't  happen  to  you) 
the  board  did  not  select  you  for  promotion.  How  come,  you  ask? 
There  seem  to  be  several  rather  obvious  thorns  in  records  that 
disuade  selection  boards  from  picking  certain  people  for 
promotion.  Consider  these: 

Same  type  of  job,  assignment  after  assignment  (i.e.,  always  a 
squadron  section  commander  or  base  DA  —  no  career  field 
di versi ty . ) 

Only  lateral  moves  in  the  same  echelon  (i.e.,  no  move  up  tin: 
chain;  Base,  NAP,  MAJCOPl,  Joint  Service,  Air  Staff,  etc.) 

No  high-level  indorsements  (i.e.,  general  officer,  senior 
executive  service  civilian,  etc.) 

Homesteading  —  same  location  for  more  than  five  years. 

Noncurrent  PHE;  If  you're  eligible  for  SOS,  ACSC,  AWC,  etc., 
do  it? 

No  Master's  degree.  You  need  one.  If  you  don't  have  one  by 
the  time  you're  a  major  you'll  be  in  the  bottom  fourth  of  your 
peer  group,  academically. 

No  dc'coraltons  upon  completion  of  an  ass  i  (|nm('nt . 

OER  :;t.i tcmcnl  s  reflecting  negative  attitudes.  Study  human 


nal.uro;  know  your  boKs'  (jxpecl.alions;  learn  tael,  and  diplomaey; 
aeeepL  polities  as  a  faet  of  life;  develop  sophistication  and 
linesse  in  y<)ur  dealings  uith  others  and  you'li  find  your 
ci reunstanees  are  nore  palatable. 

Outdated  official  photo  or  one  that  does  not  reflect  current 
medal s/ribbons .  Some  photos  ue've  seen  show  sloppy  looking 
officers,  including  long  hair,  overweight,  etc.  A  "picture 
paints  a  thousand  words,"  so  why  tell  on  yourself?  Keep  your 
photo  current  and  make  sure  it  pictures  you  as  a  sharp,  neat,  and 
professional  officer. 

Failure  to  take  selection  brief  seriously,  thereby  not 
assuring  that  the  data  are  current  (i.e.,  PME  missing,  master's 
degree  not  reflected,  etc.) 

These  are  all  things  that  to  varying  degrees  you  can  control. 
To  ensure  against  being  passed  over  you  need  to  PLAN  -  PLAN 
PLAN  well  ahead  of  time  to  make  siirtf  you  aren't  caught  short. 
Kecovery  from  a  pass  over  is  tough  because  most  of  the  reasons 
for  promotion  (diversity  of  assignments,  super  performances, 
potential,  etc.,)  have  already  been  satisfied  and  time  is  now  the 
enemy . 

However,  if  someday  you  find  yourself  in  this  position  you 
need  to  realize  all  is  not  lost.  You  can  review  the  list  of 
things  you  should  have  done  identified  above  as  well  as  the 
checklist  In  the  appendix,  and  see  if  there  are  some  areas  where 
yt)U  may  be  able  to  recover  before  the  next  board  meets.  And  it 
in  vitally  important  you  discuss  your  situation  with  your  present 
supervisor.  You  should  enlist  his  or  her  aid  in  acquiring  extra 
duf ien  that  will  ensure  you  receive  special  recommendations  and 
high  level  indorsements  on  your  next  OER. 

(Tan  you  make  it  to  0  6;  full  colonel?  The  percentages  in  the 
beginning  of  this  chapter  show  that  statistically  it's  iough. 

Not  doing  the  "necessary"  things  cited  above  will  virtually  knock 
you  out  of  the  running.  But  working  toward  that  goal  can  have 
positive  results.  This  is  all  we  want  to  say  at  this  point: 
we'll  discuss  some  success  stories  at  the  end  of  Chapter  Eight. 
The  very  best  advice  we  can  give  you  (and  the  main  point  we  want 
to  make)  is  to  deliberately  plan  and  manage  your  career  from 
day-one.  Start  now  to  ensure  you  and  your  career  look  as  good  on 
paper  as  you  do  in  person.  Then  when  you,  via  your  records,  meet 
the  promotion  board  you'll  impress  them  as  the  epltomy  of  the 
whole  person  concept,  and  you'll  be  promoted  at  the  Lop  of  your 
group  (with  a  good  shot  at  0-6)! 


SUMMARY 


This  chapter  layed  out  the  process  by  which  everyone  in  the 
Air  Porce  is  evaluated  for  proaotion.  It  reviewed  the  selection 
board  process,  and  listed  some  helpful  hints  to  keep  you  from 
experiencing  a  pass  over.  The  key  thought  to  be  gained  from 
this,  as  well  as  most  of  the  other  chapters,  is  that  you  have  an 
active  role  to  play  in  formulating  the  success  of  your  career. 
The  rules  of  the  game  are  out  in  the  open  for  all  to  follow  and 
use  to  their  benefit.  It's  up  to  you  to  learn  the  rules,  play 
the  game  and  make  sure  your  scores  are  properly  recorded  on  your 
scorecard,  i.e.,  your  selection  folder. 


54 


CHAPTER  EIGHT 

A  WHOLE  CAREER  - 
PUTTING  IT  ALL  TOGETHER 
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A  UHOl.E  CAREER  -  PUTTING  IT  ALL  TOGETHER 


INTROOUCTION 


Everyone  has  ideas  on  hou  to  progress  through  the  70XX  career 
field.  This  chapter  offers  one  suggestion  for  lying  together  the 
pieces  of  the  puz2ie  discussed  in  the  previous  chapters.  However 
this  is  only  a  proposal.  This  is  the  combined  experience  of  many 
administrators  who  have  passed  before  you  along  the  same  path. 
Gome  made  it  further  than  others.  In  fact,  some  "words  of 
wisdom"  from  those  who  have  been  promoted  to  U-6,  with  primary 
exp(;ri(Mice  in  the  VtlXX  career  field,  will  be  listed  later  for 
your  revieiw  and  consideration.  Tlie  one  thing  you  should  remembcT 
is  that  l.hcre  is  no  sure  way  to  make  it.  Hut  there  are  some  sure 
ways  not  to  make  it  (i.e.,  don't  accomplish  required  PME,  lor 
example!)  This  chapter  will  point  out  availab.ie  opportunities  in 
each  general  phase  of  a  career,  and  point  out  some  of  the  common 
denominators  in  those  phases.  It  will  conclude  with  some  really 
important  thoughts  to  consider  from  some  of  our  colonels  who  made 
it  to  U  f)  the  hard  way  --  they  earned  it  —  in  Administration! 


l.ieutenant  to  Captain  -  The  First  Five  Years 


The  majority  of  jobs  during  this  initial  period  are  at 
squadron  and  base  level.  You'll  have  opportunities  as  a  squadron 
administration  officer,  branch  chief  in  base  administration,  or 
possibly  assistant  base  DA.  During  this  period  you  will  gain 
invaluable  experience  in  the  admin  career  field,  learning  the 
basics  about  the  various  admin  programs.  You  could  also  serve  as 
an  executive  officer  or  squadron  section  commander. 

Additionally,  there  are  some  special  duty  assignment 
opportunities  in  recruiting,  postal,  and  in  basic  military 
training  school.  Educationally  during  this  period  you  should 
make  sure  you  complete  the  Administration  Officer  Course.  Also 
iTomplete  DOS  by  correspondence  before  you  meet  the  captain's 
[iromotion  board.  An  AGTRA  assignment  must  be  considered  during 
this  p(?riod  or  you'll  lose  your  o[»portunity .  This  is  because  of 
th(!  t.iming  paramerters  associated  with  the  AGTRA  program.  If 


y»iuii'  i  III  «' f  c'.-il  rd  .  i|(‘l  ytiur  app  I  i  ca  I  i  on  in  l.h(‘  ;;yi;lrm. 
I'apl.iin  t.u  Major  ti  l.o  11  Years 


Career  development  path;;  in  this  five  year  period  are  wide 
open,  and  limited  only  by  your  objectives.  Based  upon 
development  of  your  administrative  expertise  during  the  first 
five  years  of  your  career,  you  are  now  ready  for  increased 
res[)onsibili  ty ,  and  there's  plenty  to  get  involved  with.  Command 
positions  are  available  in  headquarter  squadron  sections,  postal 
detachments,  and  in  BMTJ>.  Higher  level  exec  jobs  are  available 
as  well  as  base  DA  positions  and  staff  positions  at  NACs  and 
MAJCOMs.  Furthermore,  as  a  senior  captain  with  an  outstanding 
record,  opportunities  exist  at  Air  Staff,  DoD  and  joint/unified 
command  l(*vels. 

'I'here  are  many  other  career  decisions  to  be  made  during  this 
period  also.  For  example: 

Would  an  overseas  tour  be  beneficial  in  your  career 
development  at  this  time? 

Should  you  look  into  the  Education-Ui th- I ndustry  program  at 
thi;;  time? 


What  about  a  special  duty  assignment  such  as  executive 
olfic.’er  for  the  Thunderbi  rds ,  or  a  career  broadening  assignment 
outside  the  7UXX  career  field  for  three  years? 

As  you  can  see,  there  are  a  lot  of  decisions  to  consider 
during  this  period.  It's  been  said  before  in  this  guide  --  good 
career  planning  will  heJ p  you  chart  your  course.  Work  with 
I’AI.Al’E  AU,  your  supervisor  and  your  senior  commanders  as  you  make 
your  decisions.  Consider  also  the  following  key  lacts.  From 
r.ijuadron  Jevel,  look  (or  base  or  wing  positions.  Following  that, 
look  to  NAF  or  MA.ICOM  positions.  As  you  increase  your  level  of 
responsibility  you  will  be  increasing  and  broadening  your 
experience  level. 

Finally,  this  phase  is  critical  in  your  educational 
development.  I’rior  to  meeting  the  major's  board  you  should 
coni[)lete  an  intermediate  service  school  by  correspondence  or 
seminar  and  get  your  advanced  degree.  The  latter  requires  some 
FC;;  stability,  so  your  career  development  plan  should  take  that 
inti;  consideration.  Be  sure  PALACE  AD  knows  you're  working  on 
your  advanced  degree  so  they  can  support  your  need  to  stay  put 
until  it's  completed. 


‘)7 


Major  to  Lieutenant  Colonel  -  12  to  17  Years 


As  a  major  approaching  lieutenant  colonel  you  again  should  be 
looking  at  opportunities  to  increase  your  level  of  responsibility 
within  organizational  levels  or  at  higher  levels.  AFR  36-23 
provides  a  good  list  of  the  types  of  jobs  and  level  that  you 
should  consider.  Of  utmost  importance,  look  for  command 
opportunities  beyond  the  squadron  section  commander  level. 
Ihjuadron  commander  positions  open  up  in  recruiting  and  BMTS,  as 
well  as  military  entrance  processing  stations.  Additionally. 
AFROTC  faculty  positions,  as  well  as  Air  University  faculty  and 
staff  positions,  exist.  If  you  haven't  completed  your  advanced 
academic  dr?gree,  be  sure  to  do  it  now. 


I.ieutenant  Colonel  to  U-6  (You  can  make  it!)  -  10  Years  and 
Beyond 

Increased  responsibility  is  the  key.  Look  for  high  level 
jobs  with  the  greatest  responsibility  ---  organization  command  and 
deputy  commander  positions  are  available.  The  common  denominator 
is  job  performance.  So  in  effect  you'll  be  ending  your 
successful  career  just  where  you  began  —  doing  a  good  job  in  the 
job  you're  in. 


Making  It  to  0-6 

Throughout  this  career  guide  several  key  steppi ngstones  have 
lieen  discussed.  Sr^vcral  of  these  same  thoughts,  lisi.rMl  below, 
wertr  gl(!cned  from  biographies  of  several  VffXX  career 
administrators  who  "made  it."  to  U-6.  In  doing  so  they  have 
joint  ly  h»^ld  such  varied  and  responsible  jobs  as  Air  Force  IIA. 
MA.ICOM  UA,  Base  Commander,  key  sl.aff  jobs  on  .JCS  and  NATO  staff:;, 
AF  Academy  tC,  MAJCOH  Chief  of  Staff,  and  instructor  at 
Industrial  College  of  the  Armed  Forces,  among  others.  As  you 
develop  your  career  plan  and  map  your  personal  strategy  for 
achieving  a  successful  career,  consider  these  comments: 

"As  a  lieut.enant,  lots  of  extra  duties  along  with  squadron 
admin  duties  gives  you  a  great  understanding  about  what  the  AF  is 
all  about." 

"Any  job  that  has  the  title  "commander"  is  necessary,  and 
the  perspective  of  command  <i.e.,  problems  and  responsibilities 
(jf  leading  people)  is  most  challenging." 

"Working  for  senior  officers  is  a  double-edged  sword:  it's 
cxcil.ing  and  rewarding  when  successful;  it  can  be  the  end  of  a 
mediocre  career  if  you're  a  roetliocre  pr;r  f  ormer . " 


"Don'l  hi!  [U'ri;ija(li!(l  that.  PMK  nnouyh  in  l.hc  t:oro[)L*L  i  Li  vi! 

l)r()(:(!i:r. .  You  t;an  never  have  too  much." 

”BK  pat.ient.  You  won't  be  named  base  commander  with  six 
years  service.  You're  probably  going  to  spend  at  least  ten  years 
in  foundation  jobs  that  will  prepare  you  later  for  bigger 
management,  jobs.  Worry  about  performance." 

"Diversify.  Try  different  jobs  and/or  experiences  in 
different  functional  areas.  When  the  colonel's  promotion  board 
meets,  the  (juestion  will  be  "If  we  promote  this  person,  how  many 
ditfer(!nt  jofis  can  he  or  she  be  assigned  to?" 

"When  opportunities  knock,  it  might  involve  a  sacrifice.  Be 
[)r(![)ared  for  tou()h  decisions  that  may  go  with  high-value 
r(!wards  (  i .  f: .  ,  increased  promotional  potential).” 

"Work  hard  at  the  job  you're  doing  —  recognition  will 
automatically  follow." 

"Washington  level  assignments  are  crucial  to  career 
progression  in  the  Admin  career  field." 

"You  must  remember  that  no  matter  how  unpalatable,  every  job 
is  m(!aningful.  Our  daily  business  supports  the  operators  by 
piMforming  needed  services.  Don't  be  afraid  to  seek  extra 
dut,  i  es  .  " 

"Take  advantage  of  residence  and  correspondence  courses." 

"Two  rules  of  thumb  to  follow:  always  work  the  boss' 
jirottlems  first,  and  when  considering  assignments,  consider  job 
opportunity  first,  and  geographical  location  second." 

"Success  (in  promotions)  was  largely  due  to  career 
broadening  assignments  where  admin  background  insured  success  in 
ol  tier  ::pecia  1  Lies  .  " 

"Kocus  the  bulk  of  your  r^nergy  and  efforts  on  the  job  --  the 
rest,  will  fall  into  place." 

"Be  optimistic,  exude  confidence,  advance  yourself 
professionally  (I’MK),  insist  on  quality.  Have  Fun?" 

”A()g  ress  i  vel  y  sci’k  to  broaden  your  experience  -  it  pays 
off.  S('(!k  and  find  additional  duties  as  well  as  different  jobs 
in  different  commands." 

"Always  seek  to  improve?  your  knowledge  PHI’:  and  formal 
educa I  ion.  ” 


'’Diversify  --  qo  for  challenging  jobs.” 

’"I’o  succeed  in  the  Air  Porce,  you  should  be  able  lo  do  more 
than  one  thing.  A  good  administrator  has  the  opportunity  to 
reach  out  and  do  alot  for  the  Air  Porce.  It  requires  learning 
the  mission,  knouing  uhat's  going  on,  and  being  an  integral  part 
oi  th(?  team.  Everyone  is  looking  for  dependable,  versatile 
people?  regardless  of  career  field." 


l.’UnnAflY 


These  real  thoughts  from  real  people  state  the  facts. 
Successful  careers  are  based  upon  such  thoughts.  (Tombine  your 
current  job  performance  with  a  career  objective  plan  that  widens 
your  breadth  of  experience.  Add  in  your  level  of  responsibility 
and  professional  development  and  you  have  the  ingredients  of  a 
successful  career. 

This  chapter  has  proposed  a  framework  for  career  progression, 
and  passed  along  some  key  thoughts  from  some  people  who  built 
successful  careers.  They  did  it  --  you  can  too.  Start  now  to 
t)uild  your  successful  career  by  following  their  helpful  hints, 
it  w  L I ]  be  worth  it. 


CHAPTER  NINE 
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A  LOOK  TO  THE  FUTURE  FOR 
AF  ADMINISTRATION  AND  YOU 


Chapter  Nine 


A  LOOK  TO  THE  KUTIIRE  POR 
AP  ADMINISTRATION  AND  YOU 


INTRODUimON 


So  far  In  this  guide  ue've  looked  at  developing  a  career 
progression  guide  for  you.  That  obviously  can't  and  shouldn't  he 
accomplished  in  a  vacuum.  It  needs  to  be  accomplished  within  the 
scope  of  the  administration  business.  Purthermore.  your 
progression  should  be  considered  within  the  scope  of 
administration's  development  or  progression. 

The  Administration  arena  is  changing.  There  are  two  key 
questions  for  you:  Can  you  keep  pace?  Can  you  lead  in  the 
future  environment  of  Air  Force  Administration?  Let's  see  where 
Administration  is  headed,  and  then  you  may  be  able  to  answer 
these  questions  lor  yourself. 

The  1985  Worldwide  Air  Force  Director  of  Administration 
Conference,  held  in  September  of  that  year,  had  as  it's  theme 
”Zlst  Century  Administration:  Getting  There  From  Here”.  The 
topics  discussed  at  that  meeting  give  us  a  look  into  the  future, 
and  are  important  to  you  for  at  least  two  reasons: 

a.  It  will  help  you  plan  your  career  development.  (Can 
you  keep  pace?  Plan  on  it!) 

b.  You'll  realize  Administration  is  a  dynamic  career 
field,  filled  with  Interesting  challenges  to  overcome  as  we  move 
into  t.he  2l5t  Century.  (Can  you  lead  AP  Administration  and  other 
administrators  in  the  future  arena?) 

Let's  look  at  some  of  the  key  personnel  and  program  topics 
discussed  at  this  conference. 


POTENTIAL  FUTURE  PERSONNEL  PROGRAHS 


There  uere  three  potential  personnel  prograns  that  were 
discussed  at  the  Septeaber  1986  DA  Conlerence. 


Mission  Support  Squadron  (MSS) 

This  concept  develops  a  new  squadron  comprised  ol  Social 
Actions.  Base  Administration.  Pamiiy  Support  Center.  Civilian 
Personnel.  Education  Office,  and  Military  Personnel.  The  primary 
reasons  for  establishing  such  an  organiaatlon  include  offsetting 
current  and  future  manpouer  reductions,  a  need  to  shift  officer 
training  (at  the  lieutenant  colonel  level)  from  specialist  to 
generalist,  and  attracting  highly  qualified  field  grade  officers 
back  to  base  level.  Uhat  this  will  mean  to  you  is  additional 
opportunities  to  fill  a  command  position.  It  will  also  serve  as 
a  grooming  tool  for  future  bast  commanders.  ATC  began  testing 
this  concept  in  late  1985;  other  MAJCOHs  uill  begin  testing  in 
1986. 


l*ersonnel  Concept  Ill 


Improved  service  to  Personnel's  customers  via  advanced 
automation  and  information  technologhy  is  this  program's  goal. 
It's  main  thrust  will  be  inputting  orderly  room  personnel  actions 
siiich  as  AF  Form  209X  directly  into  data  systems.  As  of  late 
1985.  approximately  30  personnel  processes  have  been  identified 
for  automated  input  into  the  personnel  data  system.  This  program 
should  dramatically  improve  productivity  by  finally  moving 
automation  into  the  orderly  room.  Limited  testing  uill  begin  at 
Lackland  AFB.  Texas,  in  the  summer  of  1986  with  the  first 
base-wide  prototype  to  be  tested  at  Mather  AFB.  California, 
beginning  in  October  1986. 


Transition  of  Orderly  Rooms  to  the  Personnel  Community 

L’incc,  as  a  result  of  Personnel  Concept  III,  orderly  rooms 
uill  become  more  an  extension  of  the  CBPO.  it  seems  logical  l.o 
move  l.h(?  personnel  specialty  back  into  the  sqiiardons.  Nearly  all 
enlisted  702X0s  in  orderly  rooms  will  be  converted  to  732X(Js.  but 
th(?y  will  retain  administration  APGCs  as  a  secondary  AF'JC. 
However,  squadron  section  commander  and  administration  officer 
positions  uill  remain  70XX  authorizations.  You  uill  be  hearing 
■ore  about  this  in  1986. 


FUTURE  AUniNISTRATION  I'RCX^RAHS 
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There  are  several  programs  either  presently  being  initial.trd 
or  on  the  drauing  board  that  uill  dramatically  change  the  uay  the 
Air  Force  conducts  its  business.  And  because  the  majority  of  our 
business  Is  done  with  various  forms  of  information, 
administration  has  to  be  involved.  Rest  assured  it  is  involved. 
(Tonsider  these  interesting  and  challenging  programs. 


Rub  t  i  !:h  i  ng  LJi  stribution  Office  Uysi.em  (IM)OG) 

In  lUOO  AF/DA  embarked  on  a  program  to  automate  various  Air 
Force  Publishing  Distribution  Center  and  IIQ  USAP  Publishing 
Division  functions.  A  system  was  designed  at  Bolling  APB,  DC,  to 
serve  as  a  prototype  using  Zenith  Z-100  micro  computer  and 
associated  hardware  from  the  Air  Force  standard  computer 
contracts.  The  PDO  at  Maxwell  APB,  Alabama,  has  been  select. ed  as 
the  lirst  post- prototype  base  to  implement  PDOS  beginning  in 
1986. 


Reprographics  Automated  Management  System  (RAWS) 

Most  MAJCOM9  agreed  in  1982  that  a  management  information 
system  for  the  administration  functional  area  was  one  of  the  top 
three  automated  requirements.  Since  APSC/DA  had  progressed  quite 
far,  they  were  tasked  to  develop  a  program  for  use  AP-wide.  In 
th«?  inl.(rrim,  l.he  program  APSC  had  been  using  is  available  for  use 
AF  w  id«* . 


Automated  Special  Orders 

Everyone  has  known  for  years  that  the  administrative  orders 
process  is  time  consuming  and  unnecessarily  labor  intensive. 

This  is  especially  true  concerning  the  preparation  of  temporary 
duty  orders.  Recent  surveys  showed  many  commands  are  in  various 
stages  of  developing  their  own  software  to  automate  the  process. 
AP/UA  has  established  an  ad  hoc  working  group  to  study  the 
problem.  The  Air  Force  Accounting  and  Finance  ('enter  and  AF/I.ETT 
(the  transportation  folks)  have  been  invited  to  participate  since 
they  too  have  an  interest  in  this  important  area  of  our  military 
bus i ness . 


llA's  Role  in  Office  Automation 


It  is  (p'lier.illy  .iccepl.c'd  I  fiat  U;»AF/I5I  (l.he  systc’ms 
inloim.ilion  lolk'.:)  are  responin  bUr  (or  the  l.(M:hnical  system 
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iir.pocl.:;  of  ha  rdwa  rr*/ sof  l.ua  re  and  aecju I  in  t.  i  on  and  mai  nL(inane«i .  DA 
iiin;:l  and  will  (.'(inliniKi  I  o  en!;ur(!  i  n(  orma  L  i  on  (i.e.,  record!: 
inanaijemenl. )  i  u  handled  properly  and  that  useri:  are  a!;ini;l.ed  in 
delininy  Lheir  syuLcm  requirements.  Therefore  the  DA  must  b(.* 
able  to  evaluate  automated  system  proposals  and  determine  the 
impact  on  functional  administration  areas  such  as  functional 
manpower,  printing,  forms  management,  commercial  activities,  etc. 
AKK  700  Ueries  Hegulations  (SI  is  Ol'R)  explain  procurement 
procedures  for  acquiring  hardware.  APR  700-30  (in  final  draft  as 
of  February  1986)  will  be  the  basis  for  identifying  systems 
requirements.  Advances  in  this  area  will  continue  to  be 
important  into  the  21st  Century. 


SUMMARY 


Ye::,  there  IS  a  lot  going  on  now,  and  into  the  21st  Century, 
in  A:lmi  ni  st  ra  ti  on .  And  you  can  plan  on  being  a  part  of  it.  Are 
you  up  to  the  challenge?  Only  you  can  answer  that.  However  a 
helpful  hint  is  —  begin  to  prepare  now. 


CHAPTER  TEN 

SUMMARY 


ADMINISTRATION 

OFFICE  WORKERS  WITH 
FLIGHT  LINE  ATTITUDES 


Chapter  Ten 


GUnHAKY 


Uell,  that's  it.  Or  is  it?  As  you've  read  this  guide  you've 
had  the  opportunity  to  learn  about  and  reflect  upon  what  you  uant 
to  do,  and  how  you  can  do  it  within  the  parameters  of  the 
Administration  career  field.  The  key  pieces  to  the  successful 
career  puzzle  are  many  and  varied.  Knowing  which  jobs  are 
available  and  preparing  for  them  by  completing  the  appropriate 
administration  courses  is  very  important.  At  the  same  time  you 
must  pursue  your  professional  development  by  completing  PMB 
courses  as  well  as  obtaining  an  advanced  academic  degree.  Of 
course  all  of  this  "schooling"  must  be  interwoven  with  your 
continuing  career  development  in  the  most  important  job  of  your 
career  --  the  one  you  have  right  now.  That's  right,  whatever  the 
job  is,  the  important  thing  to  remember  is  that  success  in  that 
job  is  preparation  for  more  demanding  and  fulfilling  jobs  in  the 
future-.  The  basic  truth  is  this:  senior  supervisors  and 
commandtrrs  uant  people  in  thi^ir  organizations  who  are  successful 
at  what  they  do.  The  particular  career  field  isn't  as  important, 
as  is  the  successful  person  working  it.  And  when  l.he  commander 
ner’ds  a  special  person  to  work  a  special  project,  who  gels  the 
nod?  You're  right  —  you  the  successful  professional.  And  that 
success  leads  to  OBR  comments,  and  they  lead  to  key  assignments 
and  promotions. 

speaking  of  personnel  systems,  this  guide  touched  on  these 
also.  You  need  to  be  aware  of  the  assignment  and  promotion 
systems  and  how  they  work.  And  you  need  to  work  with  your 
personnel  expert  —  PALACE  AD.  Use  the  important  Form  90  to 
state  your  assignment  desires,  and  talk  to  those  folks  so  they 
get  to  know  you,  and  know  you  care  about  your  career. 

This  guide  tried  to  tie  together  all  the  necessary  pieces  of 
the  puzzle  in  Chapter  Bight  so  that  you  would  have  a  good 
overview  of  what  you  should  consider  doing  when.  And  should  your 
current  or  future  supervisor  try  to  convince  you  that  the  only 
way  to  get  ahead  is  to  get  out  of  the  Admin  career  field 
(maintenance  officers  tell  you  to  get  into  maintenance, 
transportation  officers  tell  you  to  get  into  transportation, 
ac(]uisition  officers  fell  you  to  get  into  the  acquisition 
business  what  is  this?  Does  misery  love  company?),  remember 


f.hal  t  here  are  leaders  in  today's  Air  Force  —  coloneJ  s  --  uho 
successfully  got  to  that  rank  through  the  ADMINISTRATION  career 
Held.  Yes,  you  can  make  0-6  in  the  Admin  career  field. 

What  about  job  satisfaction?  Sufficient  varieties  and  levels 
(scjuadron,  uing,  division,  HAJCOM,  Air  Staff)  of  jobs  exist  in 
administration  to  meet  anyone's  tastes.  And  the  ease  with  which 
a  person  can  career  broaden  to  gain  added  experience  is  an 
additional  incentive  to  stick  with  the  admin  business.  What  does 
t.h(?  future  hold?  Challenges  —  all  shapes  and  si2es.  When  you 
(:onsid(?r  Lhat  20  years  ago  an  electric  typewriter  in  an  admin 
office;  was  a  luxury,  it's  difficult  to  grasp  where  we'll  be  20 
years  from  now..  But  one  thing  is  certain.  The  need  for  timely 
information  to  make  decisions  will  be  just  as  acute  as  ever,  and 
the  folks  who  manage,  store,  transfer  and  retrieve  information 
will  be  on  the  forward  edge  of  what's  happening  in  the  Air  Force. 
And  those  people  are  you,  the  administration  managers  of  the 
n«;xt  20  years. 

Well,  now  you've  looked  at  the  opportunities  and 
possibilities.  Hopefully  you've  learned  the  most  important  job 
in  the  Air  Force  is  the  job  you  have  right  now.  It's  important 
because  it  will  prepare  you  for  your  next  job.  It's  also 
important  because  it's  supporting  a  specific  and  necessary 
mission.  Do  well  there,  and  you  will  be  rewarded  with  more 
responsibility,  better  jobs,  and  promotions  ---  perhaps  all  the 
way  to  06?  Of  course  there  are  no  guarantees,  but  if  you  don't 
try  there's  simply  no  chance.  So  give  it  a  good  go  —  you  CAN  do 
it?  Cood  tuck! 


t 
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Base  Information  Transfer  Center 
Base  Information  Transfer  System 
Base  Military  Training  School 
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Continental  United  States 
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Director  of  Administration 

Duty  Air  Porce  Specialty  Code 

Defense  Contracting  Agency 

Detachment  Commander 

Defense  Intelligence  Agency 

Electronics  Security  Command 

Education -Ui th- 1 ndus try 

Fiscal  Year 

Inspector  General 

I n- the- Promotion  Zone 

Intermediate  Service  School 

Joint  Chiefs  of  Staff 

lictter  of  Evaluation 

Military  Airlift  Command 

Major  Air  Command 

Minsi(jn  Support  S({uadron 

Numbered  Air  Porce 

Nf>rth  Atlantic  Treaty  Organization 

Officer  Authorization  List. 

Overseas  Duty  Selection  Date 
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OKR 

OPR 

OTC 

PA 

PACAF 

PCS 

P[)OS 

PhS 

PMK 

RAMS 

SAC 

SUA 

SOA 

SOS 

SSS 

STRD 

TAC 

TAFCSD 

TUY 

TOS 

TR 

UCHJ 

USAFA 

USAFE 


Officer  Ef f ect.ivene:rs  Report 

Office  of  Primary  ResponiUbility 

Officer  Training  School 

Privacy  Act 

Pacific  Air  Force 

i‘ermanent  Change  of  Station 

Publishing  Distribution  Office  System 

i’romotion  hist  Service 

Professional  Military  Education 

Reprographics  Automated  Management  System 

Strategic  Air  Command 

Special  Duty  Assignment 

Separate  Operating  Agency 

Squadron  Officer  School 

Senior  Service  School 

Short  Tour  Return  Date 

Tactical  Air  Command 

Total  Active  Federal  Commissioned  Service  Date 
Temporary  Duty 
Time  on  Station 
Training  Report 

Uniform  Code  of  Military  Justice 
US  Ai r  Force  Academy 
US  Air  Forces  Europe 


PKOnOTION  POTENTIAL  CIIKCKLIST 


.Job  I’erf ormance 


Am  1  doing  the  bent  possible  job  in  support  of  my  supervisor' 
goals  and  objectives? 

-  Does  my  performance  merit  outstanding  remarks,  ratings,  and 
indorsements  (as  applicable)  on  my  OERs,  LOEs,  and  TRs? 

- --  Does  my  supervisor  know  what  I'm  doing  so  he/she  will  be 
better  able  to  document  the  various  applicable  items  that  follow 
in  this  checklist? 

I.eadershi  p 


Do  I  volunteer  to  fill  competitive  leadership  positions  in 
i;taf  (  ,  op(Mations,  and  command  positions? 

Do  !  volunt('er  for  special  [)rograms/ass  i  gnments  which  are 
traditionally  predicated  on  strong  leadership  potential  (i.e.. 
UDAPA  -Air  Officer  Commanding;  Air  Staff  Training  (ASTRA);  ATI' 
Student  Srjuadron  Commander;  et  al)? 

Do  I  readiiy  seek  out  responsibility,  volunteer  lor  s[)ecial 
frrojects,  and  lake  an  active  leadership  role  whenever  prjssible? 

Do  I  pnijsess  intrMjrity,  have  confidence  i  n  my  abilities,  and 
demonstrat  e  ini  t.iative? 

Do  I  hone  ray  skills  in  speaking,  writing,  planning, 
or  gani i  ng  ,  and  directing? 

Am  I  (jeriuninely  concerned  for  others? 

Do  I  hust  le  to  krrep  productivity  high,  whilr?  accent  iruj 
altrrnlron  to  detail  with  a  cril.ical  (?ye  for  guaJity? 

If  I  were  arrested  f rn  having  a  (lositive  attitude,  would  1  hr' 
conv i eted? 


Profensional  Competence 


Do  I  (lemonsLrat.e  expertine  as  a  specialist,  supervisor, 
manager,  etc.  in  Administration? 

Do  1  read  prof  ession.el  journals,  magazines,  etc.,  to  kee[) 
abreast  of  Admi ni sta t i on  in  other  sectors  and  activities? 

Have  I  d  i  v(!  r  s  i  1  i  ('d  within  the  Administration  utilization  field 
(AfSC's  /UXI/VDlfi-  7n:i4/7(]4b)? 

Have;  1  career  broadened  outside  of  Administration? 

Do  I  demonstrate  my  professionalism  by  keeping  my  olfi(*ial 
photo  current.,  maintaining  proper  weight/f  itness  standards,  and 
ensuring  correct  APR  rjb-10  standards? 

Am  I  a  "professional  officer?" 


Dreadth  of  Rxperience 


Have  1  diversi  f  i(?d  in  the  types  of  positions  I've  held  and  not 
rf^mained  in  the  same  kinds  of  jobs  (i.e.,  e:xccutive  officer;  Has(^ 
DA;  protocol;  Director  of  Admin;  section  commander,  et  al)? 

Have  I  taken  advant.age  of  tiighly  visible  posit. ions  which  are 
career  ernliancinc)  (('x»'C  io  the  Thunderbi  rds;  APMPC  Admin  Officer 
Assignment  Team;  aide  de  camp,  et  al)? 

Have  I  held  positions  at  various  echelons  at  appropriate  times 
in  my  career  (Base,  All,  NAP,  MAJCOM-SOA-DRU ,  Departmental,  Joint, 
Combined )  ? 


Havf!  I  avoidt?d  "Homesteading" 
location)  so  that.  I  mi(]ht  (expand 
commands  and  act  iviticc.:? 

Have  I  deliberately  developed 
strategic  carer^r  plan  to  hel[)  me 
expr'ct  at  i  on? 


(more  t.han  five  years  in  same 
ray  experience  level  at  different 


a  realistic  and  flexiblr? 
rc'alize  my  reasonable  carer^r 


_ CONTINUED 

.Job  Kei:pon£;i  bi  I  i  ty 


Have  my  jobu  involved  an  increaiiiriq  scope  of  respons  i  b  i  1  i  Ly  , 
exposure,  and  opportunity  to  make  dt^eisions  and  manaije  resources? 

-  Do  I  make  the  most  out  of  the  opportunities  my  job  offers? 

Mo  I  S('ek  more  r  ('spons  i  b  i  I  i  I  y  and  additional  duties  (i.e., 
base  exc'rcise  evaluation  t  (Mm  pa  rt  i  (ri  panl ;  I’rojcct  Warrior 
pioject  oilicer:  base  Mombin<*d  I'tMieral  Campaic^n  olficer:  el 
a  I )  ? 

Art'  my  posit  ions  generally  known  and  acknowledged  to  be 
d(!manding,  taxing  of  one's  best  talents,  and  everything  but  "run 
of  the  mill"  or  "eight  to  live"  (i.e.,  commander;  joint, 
operations;  AFMPC,  (‘L  al)? 

Have  I  sought  out  operational  warrior  jobs  such  as  C/OXX, 
P7UXX,  and  seiect(?d  special  duties  (Combat  Control  Team  Leader; 
AUACC  tlission  Crew  Commander,  et  al)  or  career  broadening  (17XX, 
IflXX)  assignments,  thereby  demonstrating  operational  competence? 


Academic  and  I’rof  ess  iona  I  Military  education 


Have  1  completed  a  master's  d('gree- -  pref  erabl  y  one  that  is 
applicatile  to  Administration?  (Note:  By  the  tim(^  you  come'  up 
for  promotion  to  major,  you  wilt  be  in  I  h('  bottom  fourth  of  your 
(lec'r  group,  academically  s[)eakin(|,  if  you  don't  have  a  master  s 
deej  ree .  > 

Have  I  completed  all  appropriate  PMC  commensurate  with  my 
grade'  and  IJOK? 

Have  I  taken  sister  service  or  Dot)  PMli  to  broaden  my  military 
pe  rspect.  i  ve? 

Have'  I  looked  into  AFIT's  master's  degree?  program  in 
Informat  ion  Resource’  Manaeji'ment  (Kducation  Code:  lAWY)  or 
KdiiCfition  W  i  th  I  ndust.ry  (  KW  I  )  firexiram  (Admin  Gystem  Option)  as 
a  pigi  rop  r  i  a  t  ('  for  my  caree't  plan,  i.o  increase  my  potential  for 
more  r  esfions  i  bl e  jobs? 
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Spetri  I  Ic  Ach  i  cvemcnLs 

Have  I  received  appropriat.e  awards/decorations  (APMSM,  AKL’M , 
et  al)  upon  compJeLion  of  normal  Lours  of  duty? 

Have  I  been  selected  for  special  recognition,  commensurate 
with  my  time- i  n -service  and  «jradc  (i.e..  Junior  Officer  of  the 
Ouarter;  Company  Orade  Officer  of  I  he  Year;  Professional 
Per f  ormer ,  etc .  ) ? 

Have  J  been  selected  as  an  Outstanding  Air  Force  Administrator 
under  the  purview  of  APR  900  3b? 
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